CHECKLIST FOR REDUCTION OF CAPITAL

	Sl. no.
	Procedure to be carried out
	Time limit
	Documents etc required

	1. 
	Prepare Scheme of Reduction of Capital
	
	Scheme of reduction

	2. 
	Hold the Board meeting 
	
	Notice of the Board Meeting

Minutes of the Board Meeting 

Certified True copies of resolutions.

	3. 
	Convene the EGM
	After 23 days from the Board Meeting
	Notice calling the EGM 

Minutes of the EGM

Certified True Copy of the Minutes of the EGM

Altered Articles of Association of the Company

	4. 
	File the petition as per the Companies (Court) Rules 1959
	
	Petition (F 18)

Affidavit Verifying Petition (F 3)

Scheme of Reduction

List of creditors (F 21)

Affidavit Verifying List of creditors (F 22)



	5. 
	File Form 23 
	Within 30 days EGM
	Notice calling the EGM 

Minutes of the EGM

Certified True Copy of the Minutes of the EGM

Altered Articles of Association of the Company

Applicable Filing Fees

Digital Signature of the Director

	6. 
	On filing of the above documents with court, if the Judge is satisfied that the proposed reduction does not involve either diminution of liability in respect of unpaid share capital or payment to any shareholder of any paid-up share capital then he will fix a date for hearing of the petition and give such directions as he may think fit as to the advertisement of the petition.
	
	

	7. 
	Publish the notice of petition plus notice of presentation of list of creditor
	
	Notice of Petition (F 5)

Notice of presentation of list of creditors (F 23)

Standard advertisement (Form 24)

	8. 
	Send notice of petition to all the shareholders, creditors and others as the company may decide
	
	Notice of petition (F 6)

	9. 
	File affidavit with the court on service of petition
	
	Affidavit (F 7 and F 25)

Proof of delivery (Eg. Registered post receipts…etc)

	10. 
	The Company has to comply with all the directions, if any, as issued by the Court in respect of the reduction of capital of the Company
	
	

	11. 
	Intimate Court that all the directions have been complied with 
	
	

	12. 
	If any person replies to the aforesaid notice/ advertisement, then the lawyer / company should maintain track of the same and file the “result of the notices” plus affidavit, with Court 
	
	Result of Notices

Affidavit (F 26)

	13. 
	Enter into settlement with creditors / persons who claim to be creditors and prepare the certificate of settlement and file the same with the court
	
	Certificate on result of settlement of the list of creditors

	14. 
	The court may call for the hearing to determine that the creditors are paid off / their claim is settled / secured. Give advertisement on the date of hearing of the petition
	
	Advertisement of hearing of petition (F 29)


	15. 
	If the Court is satisfied that all the directions have been complied with by the Company and the creditors / persons who claim to be creditors are duly settled, the Judge may confirm the reduction on such terms and conditions as he may think fit and issues an order confirming the reduction of the capital
	
	

	16. 
	On receipt of the order, file the order with ROC, Bangalore
	
	The photocopy of the order confirming the reduction.



	17. 
	Make application to the bank for realizing the term deposit
	
	Application in bank format

Copy of the order of the court

Any other document as required by the bank

	18. 
	Make payment to the shareholders through cheques and send new share certificates
	
	Payment Cheques

New Share certificates

	19. 
	Take back the old share certificates and destroy them
	
	

	20. 
	Make entries in the statutory registers
	
	Statutory registers

	21. 
	Comply with other directions of the court (if any)
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