POCKET GUIDE FOR SMOOTH SOCIETY MANAGEMENT: 

The statutory compliances is something which the organization , irrespective of its form and size will have to follow to ensure the good governance and the Co-operative Housing societies are not an exception to that.

In this article, an attempt has been made to equip the society managers and the committee members  with the checklist of activities that they will have to follow to ensure the smooth functioning of the society affairs.

The activities are classified as One time compliances, On-going compliances and the Annual Compliances.

 One time Conmpliances:

· Adoption of model  Bye laws at the earliest

· Registering the society on Mahasahakar Site

· Obtaining PAN & TAN No.from Income Tax Dept.

On-going Compliances:

· Timely payment of the Water Charges, Electricity Charges and Property Taxes.

· Timely payment of MHADA Lease Rentals

· Depositing the maintenance cheques as and when received.

· Preparing the Debit vouchers duly signed for the expenses incurred alongwith the supportings for easy audit with less queries.

· Maintaining the vouchers , contracts and members’ personal files properly.

· Renewing the Fixed Deposits on time so that there is not loss of interest  income..

· Renewing all the contracts on time like Lift maintenance contracts, Intercom and CCTV contracts etc.

· Obtaining and timely renewal of the Insurance of the building .

· Disposing off the applications received for memenrship, transfers and nominations etc.

· Updation of Statutory Registers like I form ,J form ,Share Register ,Nomination Register and Investment Register .

· Issuing share certificates to the eligible flat members once the transfer documents are approved or taken on record in the management committee meeting.

· Payment of TDS into the bank within 7th of the next month

· Timely filing of the Quarterly ETDS returns by 15th of the end of the quarter.

· Paying the Advance tax instalments for the Bank FDR interest and any other taxable income with the help of the tax consultant .

· Taking care of the written complaints received from the members- Reply within 15 days

· Conducting management committee meetings once in a month by giving 3 days clear notice.

· Discussing the Receipt and Payment Account on monthly basis and approving the same.

· Updating the committee minutes book by duly signing and sealing the same.

· Taking timely action for the recovery of the outstanding dues by issuing notices and for persistent default taking necessary legal action like filing recovery suit u/s 101.

· Getting Structural Audit Done for the society is applicable.

· Initiating Conveyance/ Deemed Conveyance work if not done earlier.

Annual Compliances:

· Classifying the members’ portfolio in Active and Non-Active member as of 31st March 

· Collecting Bank balance confirmations and Interest certificates from all the banks as of 31st March for the audit.

· Keeping Zerox copies of all the FDs as per Investment Register ready for audit.

· Intimating the classification to the Non-Active member by 30th of April.

· Finalising the Accounts within 45 days i.e by 15th of May.

· Handing over the finalized accounts for audit by 1st June

· Getting the accounts audited by 31st July.

· Reviewing the draft audit report and complying with the observations or queries raised by the auditor.

· Discussing and approving the final audit report before it is signed.

· Giving 15 days clear notice for conducting AGM .

· Calling for the objections from members  if any on the closing balances of their personal ledgers as appearing in the books of the society.

· Preparing Agenda for the proposed AGM and ATR i.e.Action Taken Report for the previous  year AGM.

· Circulating the Agenda and the audited accounts to the members alongwith the notice of the AGM.

· Conducting AGM latest by 30th Sept. with no extention possible now.

· Preparing the Annual Report on the activities of the society to be read out in the Annual General  Meeting.

· Preparing Annual Budget for the forthcoming year.

· Updating the members on the important communications received from various authorities like Registrar, BMC , Govt Collector etc.

· Appointing the Panel  Auditor for the current year with previous discussion with the auditor.

· Ensuring that the  same auditor will not be appointed for more than 3 consecutive years.

· Getting written consent of the Auditor after accepting the audit .

· Finalising the draft minutes of the AGM within 3 months from the date of the meeting and circulate the draft amongst the members of the society within 15 days of the meeting of the committee in which draft minutes were finalised.

· Uploading the mandatory returns as required u/s 79(1A) & 79(1B) with the Dept of Co-operation on their website (www.mahasahakar.maharashtra.gov.in).These returns needs to be uploaded by sending the scanned copy of annual report,  audited accounts and audit report, plan for disposal of surplus, amendments to bye laws if any , due date of next elections etc.  The society also needs to upload the appointment letter and written consent of the auditor by 30th Sept.

· Filing Income Tax Returns of the Society by 30th Sept of every  year.

· The audit rectification report in form “O” needs to be submitted to the office of the Registrar within 3 months from the date of the submission of the audit report.

· Intimating the Election due dates 6 months in advance to the office of the Registrar and preparing the Voters list .

Disclaimer: The list of activities mentioned above is inclusive and not exhaustive..

