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VOLUME 2

# 14 Declaration of Beneficial Interest

60. PROCEDURE FOR FILING OF DECLARATION OF
BENEFICIAL INTEREST
60.1 Procedure with check points
60.2 Forms to be filed
60.3 List of documents required
60.4 List of information required
Appendix 60.1 Format of Form No. MGT-4
Appendix 60.2 Format of Form No. MGT-5
Appendix 60.3 Sample board resolution

61. PROCEDURE FOR FILING OF DECLARATION IN RESPECT OF
SIGNIFICANT BENEFICIAL OWNERS HOLDING INTEREST OF
NOT LESS THAN 10 PERCENT
61.1 Procedure with check points
61.2 Forms to be filed
61.3 List of documents required
61.4 List of information required
Appendix 61.1 Form No. BEN-4
Appendix 61.2 Form No. NCLT.1
Appendix 61.3 Form No. NCLT.6
Appendix 61.4 Form No. NCLT.12
Appendix 61.5 Sample Board Resolution

# 15 Issuance of Duplicate Share Certificate

62. PROCEDURE FOR ISSUANCE OF DUPLICATE
SHARE CERTIFICATES
62.1 Procedure with check points
62.2 Forms to be filed
62.3 List of documents required
Appendix 62.1 Format of affidavit for duplicate share certificates
Appendix 62.2 Format of indemnity bond
Appendix 62.3 Sample board resolution

# 16 Debentures
63. PROCEDURE TO ISSUE UNSECURED COMPULSORILY
CONVERTIBLE DEBENTURES BY A PRIVATE COMPANY
63.1 Procedure with check points
63.2 Forms to be Filed
63.3 List of Documents Required
63.4 List of Information Required
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1455
1458
1458
1458
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1464
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1477
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64. PROCEDURE TO ISSUE SECURED COMPULSORILY
CONVERTIBLE DEBENTURES BY PRIVATE COMPANY

64.1 Procedure with check points 1480
64.2 Forms to be filed 1491
64.3 List of Documents Required 1492
64.4 List of Information Required 1494

65. PROCEDURE TO ISSUE SECURED NON-CONVERTIBLE
DEBENTURES BY PRIVATE COMPANY

65.1 Procedure with check points 1498
65.2 Forms to be Filed 1507
65.3 List of Documents Required 1508
65.4 List of Information Required 1510

66. PROCEDURE TO ISSUE SECURED NON-CONVERTIBLE DEBENTURES
THROUGH PRIVATE PLACEMENT BY UNLISTED PUBLIC LIMITED
COMPANY WITHIN THE BORROWING LIMIT OF THE BOARD
(Amount not exceeding aggregate of paid-up share capital, free reserves and
securities premium together with amount already borrowed)

66.1 Procedure with check Points 1513
66.2 Forms to be Filed 1524
66.3 List of Documents Required 1525
66.4 List of Information Required 1527

67. PROCEDURE TO ISSUE SECURED NON-CONVERTIBLE DEBENTURES
THROUGH PRIVATE PLACEMENT BY UNLISTED PUBLIC LIMITED
COMPANY EXCEEDING THE BORROWING LIMIT OF THE BOARD
(Amount exceeding aggregate of paid-up share capital,
free reserves and securities premium together with amount already borrowed)

67.1 Procedure with check points 1531
67.2 Forms to be filed 1542
67.3 List of Documents Required 1543
67.4 List of Information Required 1546

68. PROCEDURE TO ISSUE SECURED COMPULSORILY CONVERTIBLE
DEBENTURES THROUGH PRIVATE PLACEMENT BY UNLISTED PUBLIC
LIMITED COMPANY WITHIN THE BORROWING LIMIT OF THE BOARD

(Amount not exceeding aggregate of paid-up share capital, free reserves and
securities premium together with amount already borrowed)

68.1 Procedure with check Points 1550
68.2 Forms to be Filed 1560
68.3 List of Documents Required 1561

68.4 List of Information Required 1564
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69. PROCEDURE TO ISSUE SECURED COMPULSORILY CONVERTIBLE
DEBENTURES THROUGH PRIVATE PLACEMENT BY UNLISTED
PUBLIC LIMITED COMPANY EXCEEDING THE BORROWING
LIMIT OF THE BOARD
(Amount exceeding aggregate of paid-up share capital, free reserves and
securities premium together with amount already borrowed)

69.1 Procedure with check Points 1568
69.2 Forms to be filed 1579
69.3 List of Documents Required 1580
69.4 List of Information Required 1582

70. PROCEDURE TO ISSUE UNSECURED COMPULSORILY CONVERTIBLE
DEBENTURES THROUGH PRIVATE PLACEMENT BY UNLISTED PUBLIC
LIMITED COMPANY WITHIN THE BORROWING LIMIT OF THE BOARD

(Amount not exceeding aggregate of paid-up share capital, free reserves and
securities premium together with amount already borrowed)

70.1 Procedure with check points 1585
70.2  Forms to be filed 1595
70.3 List of Documents Required 1596
70.4 List of Information Required 1598

71. PROCEDURE TO ISSUE UNSECURED COMPULSORILY
CONVERTIBLE DEBENTURES THROUGH PRIVATE
PLACEMENT BY UNLISTED PUBLIC LIMITED COMPANY
EXCEEDING THE BORROWING LIMIT OF THE BOARD
(Amount exceeding aggregate of paid-up share capital, free reserves and
securities premium together with amount already borrowed)

71.1 Procedure with check points 1601
71.2  Forms to be filed 1611
71.3 List of Documents Required 1612
71.4 List of Information Required 1615

# 17 Transfer and Transmission of Securities
72. PROCEDURE FOR TRANSFER/ TRANSMISSION OF SECURITIES

72.1 Procedure with check points 1619
72.2  Forms to be filed 1623
72.3 List of documents required 1623
Appendix 72.1 Format of transfer deed 1624
Appendix 72.2 Format of share certificate 1626
Appendix 72.3 Format of notice for transfer of partly paid securities 1627
Appendix 72.4 Sample board resolution 1628

Appendix 72.5 Format of application for transposition of names 1629
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# 18 Buy-Back of Securities

73. PROCEDURE IF BUY-BACK OF SHARES/OTHER SPECIFIED
SECURITIES ARE UP TO 10% OR LESS THAN 10% OF EQUITY PAID-UP
SHARE CAPITAL AND FREE RESERVES [SECTION 68]
73.1 Procedure with check points
73.2  Forms to be filed
73.3 List of Documents Required
73.4 List of Information Required

Appendix 73.1
Appendix 73.2

Appendix 73.3
Appendix 73.4
Appendix 73.5

Details of promoters of ...

Format of Statement of Assets and Liabilities (Format is as per
old Act) Statement of Assets and Liabilities

Format of list of directors

Format of list of shareholders

Shareholding of the promoters, directors and key manager
personnel of the company and also the directors of such
company which is promoter of the company

74. PROCEDURE IF BUY-BACK OF SHARES/OTHER SPECIFIED
SECURITIES ARE MORE THAN 10% BUT UPTO 25% OF EQUITY PAID-UP

SHARE CAPITAL AND FREE RESERVES

74.1 Procedure with check points
74.2  Forms to be filed

74.3 List of documents required
74.4 List of information required

Appendix 74.1
Appendix 74.2

Appendix 74.3
Appendix 74.4
Appendix 74.5

Details of Promoters of ...

Format of Statement of Assets and Liabilities (Format is as per
Old Act) Statement of Assets and Liabilities

Format of List of Directors

Format of List of Shareholders

Shareholding of the promoters, directors and key managerial
personnel of the company and also the directors of such
company which is promoter of the company

# 19 Appointment of Auditors

75. PROCEDURE FOR APPOINTMENT OF FIRST AUDITOR IN A
COMPANY INCLUDING GOVERNMENT COMPANY
75.1 Procedure with check points
75.2  Forms to be filed
75.3 List of Documents Required
75.4 List of Information Required

Appendix 75.1
Appendix 75.2
Appendix 75.3
Appendix 75.4

Format of consent letter of statutory auditor
Format of non-disqualification certificate
Format of intimation/appointment letter
Sample board resolution
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76. PROCEDURE FOR APPOINTMENT OF SUBSEQUENT AUDITOR/RE-

APPOINTMENT OF THE RETIRING AUDITOR
76.1 Procedure with check points
76.2 Forms to be filed
76.3 List of documents required
76.4 List of information required
Appendix 76.1 Format of consent letter of statutory auditor
Appendix 76.2 Format of non-disqualification certificate
Appendix 76.3 Format of intimation/re-appointment letter (in case of re-
appointment of previous auditor)
Appendix 76.4 Sample board resolution
Appendix 76.5 Sample shareholders resolution

77. PROCEDURE REGARDING ACCEPTANCE OF
RESIGNATION OF AUDITOR
77.1 Procedure with check points
77.2  Forms to be filed
77.3 List of documents required
Appendix 77.1 Sample Board Resolution

78. PROCEDURE TO FILL THE CASUAL VACANCY CAUSED BY
RESIGNATION OF AN AUDITOR
78.1 Procedure with check points
78.2 Forms to be filed
78.3 List of documents required
78.4 List of information required
Appendix 78.1 Sample board resolutions

79. PROCEDURE FOR APPOINTMENT OF INTERNAL AUDITOR
79.1 Procedure with check points
79.2  Form to be filed
79.3 List of documents required
Appendix 79.1 Format of consent letter of internal auditor
Appendix 79.2 Format of appointment letter of internal auditor
Appendix 79.3 Sample board resolutions

80. PROCEDURE FOR APPOINTMENT OF COST AUDITOR
80.1 Procedure with check points
80.2 Forms to be fled
80.3 List of documents required
80.4 List of information required
Appendix 80.1 Table as per Rule 3 of the Companies (Cost Records and
Audit) Rules, 2014
Appendix 80.2 Format of consent letter of cost auditor
Appendix 80.3 Format of appointment letter of cost auditor
Appendix 80.4 Sample board resolutions
Appendix 80.5 Sample shareholder resolution
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81. PROCEDURE FOR APPOINTMENT OF SECRETARIAL AUDITOR

81.1 Procedure with check points 1736
81.2 Form to be filed 1741
81.3 List of documents required 1741
81.4 List of information required 1741
Appendix 81.1 Format of consent letter of secretarial auditor 1742
Appendix 81.2 Format of appointment letter of secretarial auditor 1743
Appendix 81.3 Format of Form MR-3 1743
Appendix 81.4 Sample board resolutions 1746

82. PROCEDURE FOR APPOINTMENT OF AUDITOR
OTHER THAN RETIRING AUDITOR

82.1 Procedure with check points 1749
82.2 Forms to be filed 1751
82.3 List of documents required 1752
82.4 List of information required 1752
Appendix 82.1 Notice to auditor forwarding copy of special notice for the
appointment of auditor other than retiring auditor 1753
Appendix 82.2 Format of consent letter of new statutory auditor 1754
Appendix 82.3 Format of non-disqualification certificate 1754
Appendix 82.4 Format of intimation/appointment letter 1755
Appendix 82.5 Sample annual general meeting resolution 1756

83. PROCEDURE FOR REMOVAL OF AUDITOR BEFORE THE

EXPIRY OF HIS TERM

83.1 Procedure with check points 1758
83.2 Forms to be filed 1762
83.3 List of documents required 1763
83.4 List of information required 1763
Appendix 83.1 Application to the regional director for removal of the

statutory auditor before the expiry of their term 1764
Appendix 83.2 Intimation to the auditors regarding removal from the office

before expiry of their term 1765
Appendix 83.3 Sample board resolution 1766
Appendix 83.4 Sample shareholder resolution 1767

# 20 Borrowings

84. PROCEDURE FOR BORROWING MONEY BY PUBLIC COMPANY
EXCEEDING AGGREGATE OF ITS PAID-UP SHARE CAPITAL, FREE
RESERVES AND SECURITIES PREMIUM

84.1 Procedure with check points 1772
84.2 Forms to be filed 1782
84.3 List of documents required 1784
84.4 List of information required 1784
Appendix 84.1 Sample board resolutions 1785

Appendix 84.2 Sample general meeting resolutions 1786
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# 21 Registration of Charges
(Creation, Modification or Satisfaction)

85. PROCEDURE FOR CREATION/MODIFICATION OF CHARGES

85.1 Prodcedure with check points 1791
85.2 Forms to be filed 1795
85.3 List of documents required 1796
85.4 List of information required 1796
Appendix 85.1 Table of Fees for Filing Charge Documents 1796
Appendix 85.2 Sample board resolution 1797

86. PROCEDURE FOR SATISFACTION OF CHARGE

86.1 Procedure with check points 1799
86.2 Forms to be filed 1802
86.3 List of documents required 1802
86.4 List of informations required 1802
Appendix 86.1 Format of no objection certificate 1802
Appendix 86.2 Sample board resolution 1803

87. PROCEDURE FOR CONDONATION OF DELAY FOR REGISTRATION OF
SATISFACTION OF CHARGES BY CENTRAL GOVERNMENT

(REGIONAL DIRECTOR)
87.1 Procedure with check points 1804
87.2 Forms to be filed 1807
87.3 List of documents required 1808
87.4 List of information required 1808
Appendix 87.1 Sample board resolutions 1809

# 22 Loan from Directors or Relatives of Directors

88. PROCEDURE FOR OBTAINING UNSECURED LOAN FROM DIRECTOR
OR DIRECTOR’S RELATIVE IN PRIVATE LIMITED COMPANY

88.1 Procedure with check points 1813
88.2 Forms to be Filed 1816
88.3 List of Documents Required 1816
88.4 List of Information Required 1817
Appendix 88.1 Format of declaration by director 1817
Appendix 88.2 Format of declaration by director’s relative 1818
Appendix 88.3 Sample board resolutions 1818

89. 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 OF THE COMPANY
89.1 Procedure with check points 1819
89.2 Forms to be filed 1822
89.3 List of Documents Required 1823
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89.4 List of Information Required 1823
Appendix 89.1 Format of declaration by director 1824
Appendix 89.2 Sample board resolutions 1824

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

90.1 Procedure with check points 1826
90.2 Forms to be filed 1830
90.3 List of documents required 1831
90.4 List of information required 1832
Appendix 90.1 Format of declaration by director 1833
Appendix 90.2 Sample board resolutions 1833
Appendix 90.3 Sample sharcholders resolutions 1834

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

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

91.1 Procedure with check points 1837
91.2 Forms to be filed 1841
91.3 List of documents required 1841
91.4 List of information required 1842
Appendix 91.1 Sample board resolutions 1842
Appendix 91.2 Sample general meeting resolution 1843

# 24 Related Party Transactions

92. PROCEDURE FOR RELATED PARTY TRANSACTION
PERMISSIBLE THROUGH BOARD RESOLUTION

92.1 Procedure with check points 1847
92.2 Forms to be Filed 1852
92.3 List of Information/Document Required for Form AOC-2/MBP-4 1852

Appendix 92.1 Transactions involving approval to enter into contract or
arrangement with related party either through board resolution

or ordinary resolution 1853
Appendix 92.2 Following items are covered in the related party transaction as

per AS 18 1854
Appendix 92.3 Format of Form No. AOC -2 1854

Appendix 92.4 Sample Board Resolutions 1855



50 Detailed Contents

93. PROCEDURE FOR RELATED PARTY TRANSACTIONS
PERMISSIBLE THROUGH MEMBER’S RESOLUTION

93.1 Procedure with check points 1858
93.2 Forms to be filed 1864
93.3 List of information/document required for Form AOC-2/MBP-4 1864

Appendix 93.1 Transactions involving approval to enter into contract or
arrangement with related party either through board resolution

or ordinary resolution 1865
Appendix 93.2 Following items are covered in the Related Party Transaction

as per AS-18 1865
Appendix 93.3 Format of Form No. AOC -2 1866
Appendix 93.4 Sample Board Resolutions 1866
Appendix 93.5 Sample Ordinary Resolution 1867

# 25 Acceptance of Deposits

94. 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

94.1 Procedure with check points 1878
94.2 Forms to be filed 1882
94.3 List of documents required 1883
94.4 List of information required 1883
Appendix 94.1 Sample board resolutions 1884
Appendix 94.2 Sample shareholders resolution 1885

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

95.1 Procedure with check points 1888
95.2  Forms to be filed 1895
95.3 List of documents required 1895
95.4 List of information required 1896
Appendix 95.1 Sample board resolutions 1897
Appendix 95.2 Sample shareholders resolution 1899

96. SITUATION III: PROCEDURE FOR ACCEPTANCE OF UNSECURED
DEPOSITS BY SPECIFIED PRIVATE COMPANY FROM ITS MEMBERS

WITHOUT ANY LIMIT
96.1 Procedure with check points 1901
96.2 Forms to be filed 1906
96.3 List of documents required 1906
96.4 List of information required 1907
Appendix 96.1 Sample board resolutions 1907

Appendix 96.2 Sample shareholders resolution 1908
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97. SITUATION IV: PROCEDURE FOR ACCEPTANCE OF SECURED
DEPOSITS BY SPECIFIED PRIVATE COMPANY FROM ITS
MEMBERS WITHOUT ANY LIMIT

97.1 Procedure with check points 1911
97.2 Forms to be filed 1918
97.3 List of documents required 1919
97.4 List of information required 1919
Appendix 97.1 Sample board resolutions 1920
Appendix 97.2 Sample shareholders resolution 1922

98. 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,
FREE RESERVES AND SECURITIES PREMIUM ACCOUNT

98.1 Procedure with check points 1925
98.2 Forms to be filed 1932
98.3 List of documents required 1934
98.4 List of information required 1935
Appendix 98.1 Format for circular inviting deposits 1937
Appendix 98.2 Sample board resolutions 1939
Appendix 98.3 Sample sharcholders resolution 1940

99. SITUATION VI: PROCEDURE FOR ACCEPTANCE OF SECURED
DEPOSITS BY NON-ELIGIBLE PUBLIC COMPANY FROM ITS MEMBERS
UPTO 35% OF THE AGGREGATE OF PAID-UP CAPITALAND FREE
RESERVES AND SECURITIES PREMIUM ACCOUNT

99.1 Procedure with check points 1943
99.2  Forms to be filed 1952
99.3 List of documents required 1954
99.4 List of information required 1955
Appendix 99.1 Format for circular inviting deposits 1957
Appendix 99.2 Format of deposit trust deed 1957
Appendix 94.3 Sample board resolutions 1959
Appendix 99.4 Sample shareholders resolution 1961

100. 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 ACCOUNT AND FROM PUBLIC UPTO 25%
OF THE PAID-UP SHARE CAPITAL, FREE RESERVES AND
SECURITIES PREMIUM ACCOUNT

100.1 Procedure with check points 1963
100.2 Forms to be filed 1971
100.3 List of documents required 1972
100.4 List of information required 1974
Appendix 100.1 Format for circular in the form of advertisement inviting

deposits 1975

Appendix 100.2  Format of deposit trust deed 1975
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Appendix 100.3  Sample board resolutions 1976
Appendix 100.4  Sample shareholders resolution 1977

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

101.1 Procedure with check points 1981
101.2  Forms to be filed 1990
101.3 List of documents required 1991
101.4 List of information required 1993
Appendix 101.1  Format for circular in the form of advertisement inviting

deposits 1995
Appendix 101.2  Format of deposit trust deed 1995
Appendix 101.3  Sample board resolutions 1995
Appendix 101.4  Sample members resolution 1997

102. PROCEDURE FOR REPAYMENT OF PRE-MATURE DEPOSITS

102.1 Procedure with check points 1999
Appendix 102.1 Sample board resolution 2001

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

103.1 Procedure with check points 2002
103.2 Forms to be filed 2006
103.3 List of documents required 2007
103.4 List of information required 2009
Appendix 103.1  Sample board resolutions 2010

# 26 Declaration and Payment of Dividend
104. PROCEDURE FOR PAYMENT OF INTERIM DIVIDEND

104.1 Procedure with check points 2014
104.2 Forms to be filed 2022
104.3 List of documents required 2022
Appendix 104.1  Additional compliances applicable to listed companies as

per Secretarial Standard-3 of the ICSI 2023

105. PROCEDURE FOR PAYMENT OF FINAL DIVIDEND

105.1 Procedure with check points 2026
105.2 Forms to be filed 2034
105.3 List of documents required 2035
105.4 List of information required 2036
Appendix 105.1  Sample board resolutions 2037

Appendix 105.2 Form DIV 5: Statement of amounts credited to investor
education and protection fund 2039
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Appendix 105.3  Additional compliances applicable to listed companies as
per Secretarial Standard-3 of the ICSI 2040

# 27 Loan to Directors, etc. of a Public Company

106. PROCEDURE TO GIVE LOAN TO MANAGING DIRECTOR OR
WHOLE-TIME DIRECTOR OR ANY PERSON IN WHOM DIRECTOR

IS INTERESTED
106.1 Procedure with check points 2045
106.2 Forms to be filed 2051
106.3 List of documents required 2052
106.4 List of information required 2052
Appendix 106.1 Sample board resolutions 2053

# 28 Corporate Social Responsibility
107. CORPORATE SOCIAL RESPONSIBILITY (CSR)

107.1 Procedure with check points 2060
107.2 Statement to be filed 2071
107.3 List of Documents Required 2072
107.4 List of Information Required 2072
Appendix 107.1  Sample board resolutions 2073
Appendix 107.2  Sample CSR committee resolutions 2074
Appendix 107.3  Activities which may be included in the CSR policy of a
company 2075
Appendix 107.4  Corporate Social Responsibility Policy 2076

Appendix 107.5 Format for the Annual Report on CSR activities to be
included in the Board’s Report for Financial Year

Commencing on or after the 1st Day of April, 2020 2078
Appendix 107.6  Frequently Asked Questions (FAQs) on Corporate Social

Responsibility (CSR) — Reg. 2081
Appendix 107.7  FAQs with regard to CSR under section 135 of the Act 2099
Appendix 107.8  Clarifications with regard to provisions of CSR under

section 135 of the Act 2104
Appendix 107.9  FAQs on CSR (COVID-19 related) 2109

Appendix 107.10 Clarification on Contribution to PM Cares Fund as Eligible
CSR activity under Item No. (VIII) of the Schedule VII of
Companies Act, 2013 2110
Appendix 107.10 Clarification on spending of CSR Funds for COVID-19 2111

# 29 Inter Corporate Loan, Investment and Guarantee

108. 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 SECURITIES PREMIUM AMOUNT, WHICHEVER IS MORE
108.1 Procedure with check points 2116
108.2 Forms to be Filed 2120
108.3 List of Document Required 2120
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108.4 List of Information Required 2120
Appendix 108.1 Format of Shareholders and Directors List 2121
Appendix 108.2 Sample Board Resolution of Lending Company 2122

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

109.1 Procedure with check points 2124
109.2 Forms to be filed 2130
109.3 List of document required 2130
109.4 List of information required 2131
Appendix 109.1 Format of shareholders and directors list 2132
Appendix 109.2 Format of consent of shareholders for General Meeting (GM)

on shorter notice 2133
Appendix 109.3 Sample board resolution of lending company 2133

# 30 Board Meetings and Passing of Resolutions
110. CONDUCTING BOARD MEETING AND PROCEDURE FOR PASSING OF
BOARD RESOLUTION BY PHYSICAL PRESENCE AND BY AUDIO-VISUAL
MEANS AND MINUTES OF BOARD MEETING

110.1 Procedure with major check points 2138
110.2 Forms to be filed 2152
Appendix 110.1  Illustrative list of items of business for the agenda for the

first meeting of the board of the company 2153

111. PROCEDURE FOR PASSING BOARD RESOLUTION

BY CIRCULATION
111.1 Procedure with check Points 2154
Appendix 111.1 Sample of letter to the directors for resolutions to be passed by
circulation 2159

# 31 Conducting of Annual General Meeting/General Meeting and
Procedure for Passing of Member’s Resolution Annual General
Meeting/General Meeting and Filing of Documents related to
Annual General Meeting

112. PROCEDURE TO CALL ANNUAL GENERAL MEETING/EXTRA-
ORDINARY GENERAL MEETING AND FILING OF DOCUMENTS AND
RETURNS RELATED TO ANNUAL GENERAL MEETING

112.1 Procedure with major check points 2167
112.2  Form to be Filed 2207
1123  e-Form MGT-14 2210

112.3(1) List of documents required for e-form MGT-14 — Filing of draft
financial statements and directors report approved by board of
directors 2210
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112.3(ii) List of information required for e-Form MGT-14
112.4(i) List of documents required for e-Form AOC-4/AOC-4 CFS/AOC-4

XBRL

112.4(ii) list of information required for e-Form AOC-4/AOC-4 CFS/AOC-4
XBRL

112.5 Form AOC-1

112.6  Form AOC-2

112.8  e-FORM MGT-7

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

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

112.8(iii) List of information required for e-Form CSR-2

1129  Form MGT-8

112.9(1) List of documents/information to be provided/checked by a person
issuing MGT-8

Appendix 112.1
Appendix 112.2
Appendix 112.3
Appendix 112.4
Appendix 112.5
Appendix 112.6
Appendix 112.7
Appendix 112.8
Appendix 112.9
Appendix 112.10
Appendix 112.11
Appendix 112.12
Appendix 112.13

113. PROCEDURE FOR PASSING OF RESOLUTION BY VOTING

113.1
Appendix 113.1

114. PROCEDURE FOR PASSING OF RESOLUTION(S) THROUGH

114.1

# 32 Different Committees and their Workings under the

115. CONSTITUTION OF CORPORATE SOCIAL RESPONSIBILITY

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 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

THROUGH ELECTRONIC MEANS

Procedure with major check points

Clarification with regard to voting through electronic means

POSTAL BALLOT

Procedure with Major check Points

Companies Act, 2013

COMMITTEE AND WORKINGS OF CORPORATE

115.1
Appendix 115.1
Appendix 115.2

SOCIAL RESPONSIBILITY COMMITTEE

Procedure with major check points

Sample board resolutions
Sample committee meeting resolutions
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2231
2232
2233
2235
2235
2236
2236
2237

2238
2245

2247

2255
2265
2267
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Appendix 115.3  Contents to be included in corporate social responsibility

policy 2267
Appendix 115.4  Activities which may be included in the CSR policy of a
company 2270

Appendix 115.5 Format for the Annual Report on CSR activities to be
included in the board's report [For Financial Year
commenced prior to 1st day of April, 2020] 2271
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