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For (both CS Inter & CS Final )SUMMARISED FORM
SECRETARIAL STANDARDS
  SS -1 Board of Meetings 
SS-2 General Meetings
                                        SS-3 Dividend
         SS-4 Registers and Records
                                        SS-5 Minutes
                                        SS-6 Debentures 
SS 7 – Passing of Resolutions by Circulation
1. Chairman of the board or the managing director should decide whether the approval of the board for a particular business should be obtained by means of a resolution by circulation.
2. A resolution proposed to be passed by circulation should be sent in draft form, together with the necessary papers, individually to all the directors or, in the case of a committee to all the members of the committee, at the same time.
3. Every  business proposed to be passed by way of resolution by circulation must be explained by a note setting out the details of the proposal and the draft of the resolution proposed.
4. The resolution is deemed to have been passed on the date on which it is approved by the majority of the directors.
5. Passing of resolution by circulation should be considered valid as if it had been passed at a duly convened meeting of the Board or of the Committee.
6. The resolution is considered to be passed, when it is approved by a majority of Directors entitled to vote on the resolution other than interested directors.
7. Resolution passed by circulation should be noted at the next meeting of the Board or Committee, as the case may be, and the decision recorded in the minutes of such meeting.

SS 8 – Affixing of Common Seal (vry imp) 
1. The common seal should by a resolution of the board.
2. The impression of the common seal should be made part of the minutes of the meeting in which it is adopted.
3. The common seal should be made of metal and capable of being manually operated.
4. The common seal should have the name of the company and state in which the registered office is situated engraved in legible characters.
5. The persons in whose presence the seal is affixed should sign every instrument to which the seal of the company is so affixed.
6. The common seal should be affixed to any instrument only by authority of a resolution of the Board or Committee authorized by the Board.
7. The common seal should be kept in the custody of a director of the company or the company secretary or any other official, as authorized by the Board.
8. The common seal should be affixed in the presence of managing director or any two directors, and the c company secretary or any other person as the Board may authorized for the purpose.
9. Every company should maintain a register, at its registered office, containing particulars of documents on which the common seal of the company has been affixed.


SS 9 – Forfeiture of Shares
1. The articles should contain a provision for forfeiture of shares.
2. Forfeitures of shares required approval of the Board in a duly convened meeting.
3. A forfeiture of shares held by a member should be made under the authority of the Board, if a call on the shares, together with interest accrued there on, in accordance with the terms of issue of the shares, remains unpaid after the day appointed for payment thereof.
4. If a member fails to pay any call, on or before the day for payment thereof, the company should during such time as any part of the call or installment remains unpaid, serve a notice on him requiring payment of the call remaining unpaid, together with interest which may have accrued.
5. Upon forfeiture, any director or manager or the secretary, authorized by the board of the company shall make a declaration specifying the particulars of shares forfeited.
6. The notice should states the amount of the call due and the interest accrued thereon.
7. Entries in the register of members should be made with regard to forfeited shares and share certificates in relation to forfeited shares shall stand cancelled upon forfeiture.
8. The board at a duly convened meeting should approve the forfeiture and authorized any director or manager or the secretary to make a declaration of such forfeited.
9. The notice should also specify a day not being earlier than the expiry of twenty one days from the date of posting of the notice on or before which the payment required by the notice is to be made; and state that in the event of nonpayment on or before the day so specified, the shares in respect of which the call was made including the amount already paid there on ill be forfeited.
10. A person whose shares have been forfeited would cease to be a member of the company, in respect of those shares.
11. A person whose shares have been forfeited would notwithstanding the forfeiture, remains liable to pay to the company all moneys, which at the date of the forfeiture were payable by him to the company in respect of the shares.





