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1 An Overview of MCA21

1.1 Background

Keeping in tune with the eGovernance initiatives the world over, Ministry of Company
Affairs (MCA), Government of India, has initiated the MCA21 project, which will enable an
easy and secure access to MCA services in a manner that best suits the corporate entities and
professionals besides the public. MCA21 is intended to achieve all the objectives of a
versatile eGovernance project. The project is named as MCAZ21 as it aims at repositioning
MCA as an organisation capable of fulfilling the aspirations of its stakeholders in the 21s
century. Rather than compelling the business community to physically travel to MCA
offices, MCA services will be made available at the place of their choice, be it their homes or
offices. The major components involved in this comprehensive eGovernance project are

Front Office and Back Office.

The MCA21 project is designed to/fully automate all processes related to the proactive
enforcement and compliance of the legal requirements under the Companies Act, 1956. This
will help the business community to meet their statutory obligations. From the customer
perspective, the Front Office operations assume significance, which would be administered
through the Front Office portal. The entire Back Office operations of the MCA would be
automated so as to achieve the objective of a user-friendly computerized environment.
MyMCA portal is the single point of contact for all MCA related services, which can be

easily accessed over the Internet by all users.

The project also envisages a cost-effective integrated software solution for computerizing
various in-house functions like Human Resources Management, Payroll, Accounting and
Finance for internal users (employees) of MCA.

Permanent documents of existing companies like memorandum of association, articles of

association, current charge documents, are presently maintained in paper form across



various Registrar of Companies (RoC) offices. These documents are being converted into
electronic format and it is being carried out at the respective RoC offices as part of this
project.

The scope of MCA21 project covers only the offices of RoCs, Regional Directors and the
Headquarters at New Delhi. It does not include other offices of MCA like Official

Liquidators, Company Law Board / Tribunal and Courts.

The success of the service-oriented approach, the most fundamental ingredient of this
project, will depend greatly on analyzing and responding to the needs of all stakeholders.
To that extent, the project will develop a mechanism to constantly develop and improve the
MCAZ21 system. It will be made possible by analyzing usage patterns and error/status
messages as well as feedback from the customers comprising the corporates, professionals

and the public.

1.2 Key Benefits of MCA21 Project

MCAZ21 seeks to fulfil the requirements of the various stakeholders including the corporates,
professionals, public, financial institutions and banks, Government and the MCA

employees. The key benefits of MCA21 project are as follows:

(@) On-line incorporation of companies on-line

(b) Simplified and easy mode of filing of Forms/ Returns

(c) Registration as well as verification of charges anytime and from anywhere
(d) Inspection of public documents of companies anytime from anywhere

(e) Corporate-centric approach

(f) Building up a centralized database repository of corporates operating in

India

(g) Enhanced service level fulfilment and customer relationship building



(h) Total transparency through eGovernance
(i) Timely redressal of investor grievances

(j) Availability of more time for MCA employees for qualitative analysis of

corporate information

1.3 An Overview of MCA set up

The MCA mainly administers the Companies Act, 1956 and The Monopolies and Restrictive
Trade Practices Act 1969. Besides, it also administers the following Acts:

(@) The Competition Act, 2002

(b) The Chartered Accountants Act, 1949

(c) The Costs and Works Accounts Act, 1959
(d) The Company Secretaries Act, 1980

(e) The Partnership Act, 1932

(f) The Societies Registration Act, 1860

(g) The Companies (Donation to National Fund) Act, 1951

The MCA, which functions under overall direction and supervision of the Minister of
Company Affairs, has a three tier organizational set-up for administration of the Act,
namely, the Headquarters at New Delhi, the Regional Directors at Mumbai, Kolkata,
Chennai and Noida and the RoCs in States and Union Territories. The Official Liquidators
who are attached to various High Courts functioning in the country are also under the
overall administrative control of the Ministry. The Company Law Board, a quasi-judicial
body, has its Principal Bench at Delhi, an additional Principal Bench for Southern States at

Chennai and four Regional Benches located at Delhi, Mumbai, Kolkata and Chennai.

The four Regional Directors are in-charge of the respective regions, each region comprising
a number of States and Union Territories. They supervise the working of the offices of the
RoCs and the Official Liquidators working in their regions. They also maintain liaison with

the respective State Governments and the Central Government in matters relating to the



administration of the Companies Act. Certain powers of the Central Government under the
Act have been delegated to the Regional Directors. There is also an inspection unit attached
to the office of every Regional Director for carrying out the inspection of the books of

accounts of Companies under Section 209A of the Companies Act.

RoCs appointed under Section 609 of the Companies Act and covering the various States
and Union Territories are vested with the primary duty of registering companies in the
respective States and the Union Territories and ensuring that such companies comply with
statutory requirements under the Act. These offices function as registry of records, relating
to the companies registered with them, which are available for inspection by members of
public on payment of the prescribed fee. The Central Government exercises administrative

control over these offices through the respective Regional Directors.

1.4 Services Available on MCA21

The following services will be available under the MCA21 Project:

e Registration and incorporation of new companies

e Filing of Annual Returns and Balance Sheets

e Filing of forms for change of names/address/Director’s details
e Registration and verification of charges

e Inspection of documents

e Applications for various statutory services from MCA

e Investor grievance redressal

1.5 Organization of RoC Office under MCA

The RoC office working from its present address will virtually become the Back Office of the
Ministry. There are likely to be a number of companies/entities who may find it difficult to

switch over to eFiling at the initial stage. Facilitation Centres known as Physical Front



Offices (PFOs) are being set-up at 53 locations throughout the country to provide requisite

comfort for eFiling to such companies.

1.5.1 Front Office (FO)

The Front Office represents the interface of the corporate and public user with the MCA21
system. This comprises of Virtual Front Office and Physical Front Office. Virtual Front
Office merely represents a computer facility for filing of digitally signed eForms by
accessing the MyMCA portal through Internet. It also pre-supposes availability of related
facilities to convert documents into PDF format and scanning of documents wherever
required. When a company or user does not have these computer facilities, it can avail of

these facilities at the designated facilitation centres, known as the Physical Front Offices.

1.5.2 Virtual Front Office (VFO)

Virtual Front Office facilitates online filing of the eForms using Internet.

The system automatically does pre scrutiny of the eForms filed and indicates error messages
in case of incomplete or invalid particulars. Upon successful submission, a Service Request
Number (SRN) will be generated by the system for the user, which will be used for

future correspondence with MCA.

The system calculates the fee payable for the form and accepts online payment through
credit cards and Internet banking. There is also an option to make offline payment at
designated bank branches through challan generated by the system. In the latter case, the
MCA system gets updated on the realizations made by the designated banks on a daily

basis.

Virtual Front Office is meant for electronically delivering services at a place and time

convenient to the business community through the Front Office portal.
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Figure 1: MyMCA Portal Home Page

1.5.2.1 System requirements for VFO

The following are the system requirements for VFO:
e A Personal Computer
e Web Browser — Internet Explorer, Netscape Navigator
e Internet access
e Adobe Acrobat Reader 7.0.5

e WinZip 8.0

Get Connected =0

“® New User Registration

Authorised Banks

Facilitation Centers

Certifying Authorities

Training Notes

Download Prerequisite
Software for e-Filing

e Scanner (for scanning of paper documents to be filed as attachments to eForm)

e Printer (for printing bank payment challan or service fee bill)



Thus, you have a Virtual Front Office in your home/office with the above-mentioned
facilities. You can even use a cyber café or kiosk equipped with above facilities as a Virtual

Front Office.

1.5.3 Physical Front Office (PFO)

Physical Front Office replaces the existing RoC office counters. It is meant to serve as a
facilitation centre to facilitate filing of eForms, scanning attachments to eForms, generating
challans for making payment of fees at the designated bank and finally, uploading the

tilled-in digitally signed eForms.

The Physical Front Offices will be designed to facilitate electronic delivery of services,
similar to the type available at the Virtual Front Office, and will serve corporates who do not

have access to computers and Internet.

As part of MCA21, adequate number of Physical Front Offices, including Temporary Front
Offices (TFOs), to cater to peak seasonal load, will be established throughout the country to
serve better the interests of corporates and professionals. The details of likely Physical Front
Offices are given in Appendix A. The finalised address of Physical Front Office in your city
can be referred from MyMCA portal.

While encouraging customers to use Virtual Front Office for fulfilling their obligations as
stipulated under the Companies Act 1956, Physical Front Offices would ensure a smooth
transition to fully electronic delivery of MCA services. Members of the business community
can walk into these offices and obtain services. All the services for scanning and uploading
of eForms at PFOs would be available free of cost in the Physical Front Offices. Since these
facilitation centres are being set-up to facilitate eFiling during the transition period, these
will remain operational for a period of three years only, by which time, it is expected that all

clients will operate through Virtual Front Offices.
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1.6 Back Office

The Back Office represents the office of RoCs, Regional Directors, and Headquarters and
takes care of internal processing of the forms filed by the corporate user as per MCA norms
and guidelines. The eForms will be routed dynamically to the concerned authority for
processing depending upon the assigned role. All the eForms along with the attachments,
will be stored in the electronic repository, which the staff of MCA can view depending upon

the access rights.

11



2 E-Filing

MCAZ21 project facilitates eFiling of various forms and applications under the Companies
Act, 1956 and the Rules and Regulations thereunder. The key details relevant to eFiling are

presented hereinafter.

2.1 What is an eForm?

An eForm is nothing but a re-engineered conventional form proposed to be notified, and
represents a document in electronic format for filing with MCA authorities through the
Internet. This may be either a form filed for compliance or information purpose or an

application seeking approval from the MCA.

2.2 What is the general structure of an eForm?

An eForm contains certain standardized features. Each eForm contains the form reference
and the description as well as the particular section of the Companies Act or the relevant
rules or regulations under which it is required to be submitted. It starts with the Corporate
Identity Number (CIN), which works as a unique identifier of a company, in the case of an
Indian Company and the Foreign Company Registration Number in the case of a Foreign
Company that is required to be filled-up. By entering the number, the company details to
the extent these are available in static form in the database, are automatically filled in by

using the pre-fill functionality.

e The eForm contains a number of mandatory fields which are required to be filled-in.
Certain other fields are non-mandatory in nature which may be filled-in as may be

relevant in any particular case.

e An eForm contains tool tips for context-sensitive help.

12



An instruction kit is available for each eForm, which contains details of the

instructions for properly filling the eForm.

An eForm may be filled in either online or offline. Online filling implies that the
eForm is filled while being still connected to MyMCA portal through the Internet.
Offline filling denotes that the eForm is downloaded into the user’s computer and

filled later without being connected to the Internet.

An eForm may require certain mandatory attachments to be filed along with it.
Optional attachments may also be filed with an eForm. The list of such attachments

is displayed in the eForm

Next to attachment, there is a declaration that is sought from the person filing the
eForm to the effect that the information given in the eForm and the attachments is

correct and complete.

Most of the eForms require the digital signature of the Managing Director or

Director, Manager or Secretary of the company for successful filing/submission.

Further, the digital signature of a third party may also be required in certain cases. In
the case of an eForm for creation or modification of charges, such digital signature is
also required from the Bank or Financial Institution.

In certain cases, a certificate from the Chartered Accountant or Cost Accountant or
Company Secretary in whole-time practice is also required to authenticate the
particulars contained in the eForm. For example, this requirement is mandatory in

the case of an eForm for creation or modification of charges.

There are built-in facilities to check the filled-in eForm for requisite validations, to do

pre-scrutiny and to modify the eForm when the same is required to be re-submitted.

When the “Submit” button is pressed, the eForm gets uploaded into the MCA central

document repository.

Thereafter, the requisite fees as applicable for the eForm should be paid either on-

line or offline.

13



Time stamping of eForms from a trusted source provides evidence that the

transaction has occurred at a particular point of time.

Once the eForm has been accepted and payment of fees has been acknowledged, a
work item is created and assigned to the appropriate MCA employee based on pre-

defined assignment rules as part of MCA back office workflow automation.

In the case of an eForm, the authorized officer affixes his/her digital signature for
registering/ approving/ rejecting the same.
After the processing of the eForm is completed, an acknowledgement email is sent to

the user regarding its approval / rejection.

Filing eForm
[ MCA Website H Select eForm J_'E[ Fills 'iFO”“ ]

Make attachment
53 Login

to eForm

v
Sign eForm and
Submit it

¥

Digital Signature Field/Form .
[ Validation j [ Data Validation } [ Adeiiipmal Rues ‘
Automated Prescrutiny

v
{Select Payment M ethod}

Challan Payment

Online Payment

System

() weer
]

eForm stored
securely until Bank

[Send eForm for Approval } ‘
confirms receipt

Each transaction uniquely identified by a Service Request Number (SRN)

Figure 2: Flowchart of eFiling
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2.3 Categories of eForms

For the purpose of standardization and better understanding, the proposed eForms have

been grouped under the following broad categories:

Online eForm Filing
Please select a form to file

Select Form Group All Forms v
--Select--

Approval Services (Headguarters)
Approval Services (Regional Director)
Approval Services (Registrar of Companies)
Change Services

Charge Management

Company Registration

Compliance Related Filing

Infarmational Service

Investar Services

Provizions related to Mangerial personnel

Select EForm

Figure 3: Eform categories
2.3.1 Company Registration

For the purpose of incorporation in India under the Companies Act, 1956, a company
requires name approval from the RoCs by filing Form 1A. After getting the name approval,
the promoter(s) has to apply for incorporation of the company through Form 1 and also
notify the RoC regarding the situation of registered office through Form 18, and provide
details of the Directors’” appointment through Form 32. After processing all three eForms i.e.

1, 18 and 32, a CIN is generated for the company.

Provisions of registration are also applicable in the case of a foreign company incorporated
outside India and which plans to set up places of business in India. Every foreign company
within 30 days of establishing business in India, has to deliver required documents with

Form 44 to Delhi RoC for registration to be legally authorized to carry on business in India.

Company registration services also cover registration of joint stock companies under Part IX

of the Companies Act, 1956 by also filing Form 37 and 39.

In addition, there are also requirements of filling forms with RoC in case of Public

companies regarding commencement of business.
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2.3.2 Compliance Related Filing
All the statutory filing of eForms, whether annually or event based, is grouped under
compliance related filing services. The filing requirements include the following;:

(a) Annual returns by companies having share capital

(b) Annual returns by companies not having share capital

(c) Balance Sheet and Profit & Loss Account

(d) Returns of allotment including details of shares issued for consideration

other than cash
(e) Return of buy back of securities

(f) Return of deposits by the company which has accepted public deposits

during the year
(g) Return of appointment of Managing Director, whole time Director
(h) Notice of appointment of auditor.
(i) Statutory report

() Cost audit report

2.3.3 Change Services

Change services cover matters in respect of Indian companies, especially those pertaining to
any change in the capital structure, increase in authorised capital and increase in the
number of members. In such cases, the prescribed form has to be filed with the RoCs.
Foreign companies are required to intimate the RoC about the changes in the charter
statutes or any instrument governing the company, changes in the registered office,
principal place of business or the persons appointed as Directors, Secretaries and authorised
representatives. Change services also facilitate companies to notify RoC the change of
situation of registered office of the company and change of Directors, Manager and

Secretary.

16



2.3.4 Charge Management

Companies are required to file particulars for registration of charge created or modified
with the concerned RoC. The charge can be created on various types of assets, such as
immovable properties, plant and machinery, fixed deposits or book debts. The charge can
also be created either on entire series of debentures or on any issue in a series. The charge is

created on assets of a company in favour of lenders, such as financial institutions or banks.
In the case of satisfaction of charge, an eForm has to be filed with the RoC.

It also includes filing of eForms for appointment and cessation of receiver and filing of

accounts by receiver.

2.3.5 Investor Services
MCA21 system accepts complaints filed against a company by an investor as part of
investor services. There is a specific eForm for this purpose.

A separate eForm has to be filed for complaints with respect to each company. No digital
signature is needed for filing this eForm. Also, no filing fee is required for submitting the

eForm for complaints.
The nature of complaint may relate to any of the following aspects:
(a) Shares/Dividend
(b) Debentures/Bond
(c) Fixed Deposits — non -receipt of amount
(d) Miscellaneous — non —receipt

The investor will be in a position to view the latest status of the complaint by querying on
the Service Request Number (SRN) of the complaint.

The list of complaint status is presented below:
a) Under process (i.e. Follow-up with Company)
b) Waiting for information (i.e. Waiting for response from Complainant)

c¢) Forwarded (Forwarded to other departments)

17



d) Closed

2.3.6 Provisions Relating to Managerial Personnel

MCA headquarters in Delhi deals with approvals relating to managerial personnel. This

includes applications pertaining to the following:

(a) Increase in the number of Directors

(b) Appointment or reappointment of Managing Director (MD)\ Whole time Director
(WTD)\ Manager

(c) Fixing\ increasing the remuneration or waiving off excess\overpayment to the
concerned managing authority

(d) Payment of commission to Directors

(e) Seek opinion about the professional qualification of directors

(f) Modification of the terms and conditions for the appointment of Managing
Directors, Whole time Directors and Non Rotational Director

(g) Remove disqualification of directors. This is a new form being proposed.

2.3.7 Approval Services —Head Quarters

The MCA Headquarters located in Delhi handles all approvals relating to managerial
personnel, managerial remuneration, annual accounts and other important aspects.

Approval from MCA (Headquarters) is required in the following cases:

(a) Exemption from attaching annual accounts of subsidiary(s),
(b) Exemption or extension time for repayment of deposits

(c) Recognition as a Nidhi company

(d) Appointment of sole selling agent

(e) Appointment of sole buying agent

(f) Declaration of dividend out of reserves

(g) Exemption from providing depreciation

(h) Consent for holding office or place of profit

18



(i) Providing loan or guarantee or security in connection with the loan to or by
specified category of persons
(j) Modification of the form and content of Balance sheet and profit and loss account

(k) Appointment of Cost Auditor

2.3.8 Approval Services —Regional Director
The approval of the Regional Director is required in respect of the following matters:
(a) Issue of licence under section 25 to an existing company
(b) Issue of licence under section 25 to a new association
(c) Approval of contract under section 297
(d) Rectification of name of company
(e) Appointment/Removal of auditor

(f) Shifting of registered office of the company from the jurisdiction of one RoC to

another within the same State

(g) Opening of new branches by a Nidhi Company

2.3.9 Approval Services — RoCs

RoCs are empowered to accord approval, or to give any direction in relation to the matters
pertaining to the change of name of an existing company and the conversion of a public

company to private company. In addition, RoC approval is required in following cases:
(a) Extension of time period for holding AGM
(b) Holding AGM at place other than registered address
(c) Declaring a company as defunct.
(d) Extension of the period of annual accounts

(e) Amalgamation of companies

19



(f) Compounding of offences

(g) Forms relating to winding up

2.3.10 Informational Services
Informational services cover those forms, which are to be filed with RoC for informational
purposes, in compliance with the provisions of the Companies Act.

(a) Form 1AA regarding consent and withdrawal of consent of persons charged

as officers in default
(b) Declaration of solvency in case company decides to buy back its shares
(c) Form 23 resolutions and agreements
(d) Form 23AA regarding place where books of accounts are kept
(e) Form 35A, in case company decides to transfer its shares to another company

(f) Form 21 regarding order received from Court or Company Law Board

2.4 Downloading of Blank eForms

Only blank templates can be downloaded from the MyMCA portal. A user can either

download a single eForm or can download them as a group.
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Fo RM 1 8 Notice of situation or change of situation of registered
office

[Pursuant to section 146 of the
Companies Act, 1956 ]

Note - All fields marked in * are to be mandatorily filled.

1. *This form is for (O Newcompany () Existing company

2(a). *Corporate identity number (CIN) of company or Form 14 reference number | |

(b). Global location number (GLN) of company | Pre-fill

3(a). Name of the company |

(b). Address of the
registered office
of the company

4. Notice is hereby given that

{a).The address of the registered office of the company with effect from

O [ ] oommyyyis

() The date of incorporation of the company is

‘Address  Ling| | |

Line Il | |

*City |

Figure 4 : Downloaded eForm

2.5 What is “Pre-fill”?

Pre-fill is a functionality in an eForm that is used for filling automatically, the requisite data
from the system without repeatedly entering the same. For example, by entering the CIN of
the company, the name and registered office address of the company shall automatically be

pre-filled by the system without any fresh entry.

2.6 What is an attachment?

An attachment refers to a document that is sent as an enclosure with an eForm by means of
an attached file. The objective of the attachment is to provide details relevant to the eForm

for processing. While some attachments are optional some are mandatory in nature.
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The attachments to eForm will be only in Adobe PDF format and MyMCA portal will have a
facility to convert any document format to PDF format. MyMCA portal shall not be

accepting big attachment and the user is advised to keep the attachment size to minimum.

2.7 What is “Check Form”?

By clicking “Check Form”, the user will be in a position to find out whether the mandatory
fields in an eForm are duly filled-in. For example if the user enters alphabets in “Date of

Appointment of Director” field, he/she will be asked to correct the entered information.

To the best of my knowledge and belief, the information given in this form and its attachments is correct and
complete.

i::[ | have been authorised by the board of directors’ resolution dated'l:l (DD/MMAYYYY') to sign and
submit this form.

O] 1am authorised to sign and submit this farm.

To be digitally signed by

Mandatory Field: Whether authorized by board of directors not entered. Please

Certificate i

It is herehy

records of |
and found 1l

Chartered accountant or cost accountant or company secretary {in whole-time practice) El

For office use only:

This e-Form is hereby registered

or
Digital signature of the authorising officer Submit to BO

Figure 5: Check eForm
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2.8 What is “Pre-Scrutiny”?

Pre-scrutiny is a functionality that is used for checking whether certain core aspects are
properly filled in the eForm. The user has to make the necessary attachments in PDF format

before submitting the eForm for prescrutiny.

Prescrutiny Results

Some prescrutiny validations have failed. Click on the link below to
make the required changes

Get Form

‘A Information/Errors/Warning window - Microsoft Internet Ex... g@@
L]

(X) Errors

Fol

Il rors he

Figure 6: Pre-scrutiny errors

2.9 What is “Modify”?

Once the user has done ‘Check Form”, the form gets locked and it cannot be edited. If the
user wishes to make any alterations, the form can be overwritten by clicking “Modify”

button.

If the user wants to modify the form after pre-scrutiny failure, the user can get the eForm

and whichever fields have to be changed only those may be modified by using the “Modify”

button.
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F O RM 1 8 Notice of situation or change of situation of registered
office

[Pursuant to section 146 of the
Companies Act, 1956 ]

Note - All fields marked in * are to be mandatorily filled.

1. *This form is for (O Newcompany () Existing company

2(a). *Corporate identity number (CIN) of company or Form 1A reference number |U13201'\-"-"Ei2'305F'TD3CDC'33 |

{b). Giobal location number (GLN) of company | Pre-fill

3(a). Name of the company | Surya Construction Pvt Lid |

(). Address of the Park Strest
registered office Kolkata
of the company ‘West Bengal
INDIA
712419

4. Motice is hereby given that
{a). The address of the registered office of the company with effect from

(= 15/12/2005 - (DDIMMIYYYY) is

() The date of incorporation of the company is

*Address Line | |1? Salt Lake Complex |

Line Il |H0wrah Bridge Road |

Figure 7: Filled eForm

2.10 How to Affix Digital Signature

The process of affixing digital signature is as follows:
(a) User clicks the provision provided (signature affixing icon) on the eForm, against his

role, to digitally sign it.

(b) Utility to sign the eForm opens, where user selects the intended certificate to

digitally sign the eForm.
(c) After selecting the certificate, utility digitally signs the eForm with the certificate,

and the certificate information gets embedded in the eForm.
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2.11 What is “Submit”?

An eForm can be submitted after it has been digitally signed.
The process of submission of an eForm in case of off-line filling is presented below:
(a) User logs in to MCA21 portal and uses eForm upload service
(b) User browses the eForm and clicks on “Submit” button
(c) User will be shown errors, if any
(d) If eForm is successfully submitted, user will get confirmation message and will be
led to fee payment screen
The digital certificate is validated to ensure that the certificate has not expired and the

current status of the same is valid and that the certificate has not been revoked or

suspended.
| Fee For Services
Transaction Details
CINFCRN U13201WB2005FTCO00033 Service Type Change Services
Company Name Surya Construction Pt Lid
Address Fark Street, Kolkata, VWest Bengal, INDIA, 712419,

Full Particulars of Remittance
Type of Fee Rs.
Mormal 300.00
300.00

Service Type Description
Form Filing of Form18
Total

Figure 8: Fee for Services
The user can select either offline or online mode of payment for making payment. Chapter 3

describes the payment processing in detail.

2.12What is “Instruction Kit”?

An “Instruction Kit” contains the detailed instructions explaining how to fill an eForm. This
will facilitate proper understanding of the eForm and filling of requisite details therein. An

eForm can be downloaded either with or without the Instruction Kit.
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2.13 Addendum to eForm

The user may have to submit some additional supporting documents that are not submitted
during the eForm (application) filing but are required for the processing of the eForm. MCA
may also ask the applicant to provide some additional documents in support of the eForm

already filed so as to expedite the processing of the same.

The users can initiate this on their own by checking the track transaction status on MyMCA
portal or on being notified by MCA through email. Payment of fees is not required for filing

an addendum.

The supporting documents that the applicant uploads, as an addendum, gets duly

associated with the eForm that was submitted earlier with the given SRN.

The normal process of filing an addendum is presented below:

(@) The applicant enters SRN for which document needs to be attached
(b) The applicant attaches relevant document and clicks “Submit”.

(c) The system verifies that the status of entered SRN is “In Progress” and the

submitted document gets accepted.

2.14 Re-submission of an eForm

The facility to re-submit an eForm is given in case certain changes are to be made with
respect to an eForm submitted earlier. This requires previous SRN but does not require
payment of fees. All the documents that were uploaded at the time of submission of eForm
shall again be uploaded during resubmission. On receipt of re-submitted documents, the

earlier filed documents will be deleted from MCA document repository.

User cannot re-submit the form on his/her own. Only when the status of the transaction of
an eForm is set to “Required re-submission” at the instance of MCA authorities, the user can

re-submit an eForm.
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However, if the user wants to submit revised filing, say the Annual Report, it will not be
considered as re-submission but as fresh filing. In this case both the filing will be stored in

the MCA document repository.

2.15 Physical Submission of Certain Documents

In view of practical constraints, certain documents requiring stamp paper or stamp fees like
stamped memorandum of association, declaration on stamp paper, order of Company Law
Board/ Court will also be sent by the companies in the physical form to the RoCs. The user
will be providing SRN while sending these forms/documents to MCA. This would ensure
the authenticity and reliability of such key documents and enable the MCA authorities to

further act upon the same.

2.16 Email Communication

The important outcomes shall be communicated to the user through an email. For example,
an email is sent to the user when the fee payment for the eForm is not made by pay by date
mentioned in bank challan. Also when an eForm is accepted for processing, an
acknowledgement mail is sent. Similarly when an eForm filed is approved/ rejected by the

authority concerned, an email is sent.

2.17 Mapping of eForms with Existing Forms

The table at Appendix B shows how the re-engineered eForms are linked to the Forms being
currently used.
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3 User Administration and Other features

This chapter deals with allotment of Director Identification Number (DIN), registration of

users, digital signature, payment process and inspection of documents by users.

3.1 Director Identification Number - DIN

An existing Director/ person intending to become a Director are required to make an
application to MCA for allotment of a unique identification, namely, Director Identification

Number (DIN). It is intended to be a lifetime number.

There is a new eForm, requiring personal details such as name, address, and email ID of the
person making an application to be filled in. There is no fee for application for allotment of
DIN. On submission of above eForm, applicant shall be allotted a provisional DIN. The
applicant shall be required to take a printout of the submitted eForm and will have to attach
proof of identity, proof of residence and photograph. The applicant shall be required to sign
the physical copies of the form and get these documents duly notarised. The applicant shall
be required to send these documents to a DIN processing desk, MCA. On receipt of these
documents, the application will be scrutinised at Back Office and on approval, the DIN shall
become active. The outcome of application (approval/ rejection) shall be communicated to
the user through email. Also the applicant can query the application status by quoting

provisional DIN allotted at MyMCA portal.

The lists of DIN application status are as follows:
(a) Provisional
(b) Documents received at DIN processing desk
(c) Active

(d) Rejected
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3.2 Registration of Users

A first time user has to register with MCA to use the services offered by MyMCA portal. For
registration, he has to provide personal information and then choose user ID and password
or enter his digital certificate depending upon the user type selected.

Every time the user accesses any service at MyMCA portal, he/she will be asked to login
using the user ID and password/ digital certificate selected by him/her at the time of

registration.

3.3 Types of Users

The following are the various types of users of My MCA portal:

(a) Authorised Signatory of Business
(b) Professionals

(c) Individual User

(d) External Agency User

(e) PFO/TFO User

(f) Public User

3.4 Digital Signature

A digital signature is the electronic signature duly issued by the Certifying Authority that
shows the authenticity of the person signing the same. Every user who is required to sign an
eForm for submission with MCA requires Digital Signature. The persons requiring Digital
Signature includes the company representatives, professionals and others who are required

to affix digital signatures for submitting an eForm.

For MCAZ21, the following four types of users are identified as users of Digital Signature
Certificates (DSCs).

(a) MCA (government) employees
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(b) Professionals (Chartered Accountants, Company Secretaries, Cost accountants and
Lawyers) who interact with MCA and companies in the context of the Companies

Act.
(c) Authorized Signatories and Directors of Companies
(d) Representatives of Banks and Financial Institutions
The indicative process of issuance of DSC by registering online is as follows
(a) Applicant registers online as a new subscriber at CA website. As a part of

registration he has to provide user id/password and email account and CA creates

user account.

(b) Applicant is directed to the Certificate Enrollment page and follows the enrollment

procedure.

(c) Applicant takes the printout of Certificate Enrolment Form and sends the required
Certificate Validation documents to CA as per the checklist mentioned in the

Certificate Enrollment pages.

(d) Applicant downloads the Certificate once the email notification on Certificate
Issuance is received. The procedure for downloading the Certificate is specified in

the email.

Digital Signature Certificates are used in MCA21 in terms of the following;:

(a) Signing of eForms and Documents: Digital Signature Certificates are used in eForms
to ensure the signatory authentication and data authentication. The eForms and
documents shall be digitally signed during submission of requests by the users
(Directors, Professionals). Whenever a request for a service is approved and the
workflow is completed, the employee of MCA shall digitally sign the eForm as a
proof of having processed/ approved the request in recognition of delivery of

service.

(b) Secure Login: MCA employees, Directors and Professionals shall login to the MCA

portal using Digital Signature Certificates instead of a password. Digital Signature
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Certificate based solution provides a much secure way of login over normal user ID /

password method.

The person requiring Digital Signature Certificate can approach any of the Certifying
Authorities mentioned in Appendix C for issuance of Digital Signature Certificate. It is
normally required to get a Digital Signature Certificate renewed every one or two year.
There are charges associated with issuance and renewal of Digital Signature Certificate and

these charges vary from one Certifying Authority to other.

3.5 Fees and Payment Mechanism

The amount of fee depends on many parameters like type of service requested, authorized
capital of the company and the stipulated rules for fee calculation. Belated filing entails

additional fees as per applicable rules.

Services for which fees are chargeable can broadly be categorized under following four

categories:
e Filing of eForms/applications
e Inspection of public documents online on portal
¢ Requesting certified copy or extract of a public document
¢ Transfer deed endorsement

System calculates the fee and it is displayed to the user detailing the services sought. In case
user has to make the additional payment as advised by MCA/Company Law Board, the user

enters the amount of fee to be paid to MCA.
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3.6 Payment Options

Payment of fees can be made by user either offline or online depending upon his

convenience.

The following payment options are available to the user for selection:

e Credit Card.
e Internet Banking

e (Challan

Payment Options

online | | credit Card

" lintemet Banking
offine | | chaltan

Figure 9: Payment Options

3.6.1 Offline Method

User can make the payment offline by taking the printout of pre-filled challan generated by
MCAZ21 system and walking into any of the authorized bank branches to make the payment
through traditional modes of payment (Cash / DD / Local Cheque). The user will look for
bank branches most convenient to him/her as given in Appendix D. The address of the

bank branches accepting payment on behalf of MCA shall be available on MyMCA portal.
3.6.1.1 Challan Payment Process

The bank challan payment process is as follows:
(a) User selects the challan mode of payment.

(b) SRN is generated and the user is shown the amount and date by which he

can make the payment.
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For example, consider a case of filing of Form 32 for appointment of Director. If the date of
appointment is Nov 1, 2005 and the user submits the form at MyMCA portal on Nov 10,

2005 the fee amount will be normal fee and pay by date will be Nov 17.

However, if the user submits the form at MyMCA portal on Nov 26, 2005, the fee amount

will be normal fee and pay by date will be Nov 30, 2005.

If the user submits the form at MyMCA portal on Dec 1, 2005, the fee amount will be normal
fee and additional fee for one-month delay in payment and the pay by date will be Dec 8,
2005.

If the user does not make the payment in bank branch by pay by date, the submission of
form on the portal shall be regarded as incomplete. The applicant will be sent an email that

his form cannot be regarded as filed due to non-payment of fee.
System generates the challan with the following fields pre-filled:

e Challan number (SRN)

e Date challan

e Expiry date (pay by date)

¢ Name and designation of user by whom challan is tendered

e Name and address of the entity on whose behalf payment is made (company name

and address)
e Particulars of the remittance
e Total amount

e Head of account

3.6.2 Online Method

Electronic payments through Internet can be made either by credit card or by Internet

banking facility.
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3.6.2.1 Credit Card Payment Process

The credit card payment process is as follows:

The user selects credit card option for payment

MCAZ21 system provides SRN and amount to third party (payment gateway)
User is redirected to third party providing internet payment gateway services.
The user enters card information (card number, expiry date etc.) as requested by
the payment gateway server to process the payment

On success, following payment authorization information is provided by the
payment gateway - SRN, date and time of transaction, amount paid,
Authorization/Reference ID (generated by payment gateway), Credit
Authorization reference (VISA, MASTERCARD etc.)

The payment status is updated as “Paid” for the corresponding SRN

In case of failure in payment (due to incorrect card number, card expiration etc.),
user is displayed the error page with appropriate error message (if received from

payment gateway) along with payment options to restart the payment process

3.6.2.2 Internet Banking Payment Process

Payments through Internet banking facility provided by designated banks namely, HDFC

Bank, ICICI Bank, Indian Bank, Punjab National Bank and State Bank of India. The Internet

banking payment process is as follows:

e MCAZ21 system redirects the user to the bank’s Internet banking portal URL (as

provided by the banking portal beforehand) and passes the necessary information

such as SRN and amount

* User interacts with the bank portal and provides relevant information for payment

processing

» After the payment processing is done, the response is sent by the bank’s Internet

banking portal to MyMCA portal
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* On success, following payment authorization information is provided by bank
portal: SRN, date and time of transaction, Amount paid and
Authorization/Reference ID (generated by bank’s portal) MyMCA portal.

* Payment authorization information as received is updated in the database and the
payment status is updated as “Paid” for the corresponding SRN

Internet banking service is not provided by some of the banks, 24 hours, and 7 days in a
week. In case the user opts for Internet banking option for payment, when the service is not

online, request for payment will be accepted by the bank portal to be processed offline.

MINISTRY OF COMPANY AFFAIRS
L PAYMENT RECEIPT

< SRN 2 C31000752 ) Service Request Date : 17-12-2003
Recwi
Name :  Shankar Roy
Address T gqww2

North Block. AMN Avenue.284
w
w.Dellu
INDIA - 110011
Name & Address of the company on whose behalf pavment is received

Name ¥ Surya Construction Pvt Lid
Address = Park Street,

Kolkata, West Bengal,

INDIA, - 712419,
Full Particulars of Remittance

Service Description Tvpe Of Fee Amount(Rs.)

Fee For Forml8 Normal 300.00
Tatal 300.00
Mode of Payment: Credit Card
Received Payment(in words)Rs: Three Hundred only

Figure 10: Payment Acknowledgment

3.7 Search and Other Facilities

The following search facilities are available to locate the requisite information:
e Search for viewing public document
e Search for getting certified copy

¢ TFinding the Corporate Identity Number (CIN)
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e Checking company name

The facility for finding name availability (including similar phonetic equivalent) has been

provided.

44 Ministry of Company Affairs
¢  Government of India
About Us Company Law & Rules Information Reports & Statistics

LS ERVICES eForms My Documents

You can avail the following services:

m Download eForms e Track Transaction Status
© On Demand Scanning
o Transfer Deed

C View Public Docurnents

eFilin
&l | L Get Certified Copies
Track Transaction Status | © Track Complaint Status
Track Payment Status | © Search Company Mame
_ © Track Payments Status
Access Public Documentsz | o Find CINIGLI
Investor Grievances | © Enguire Fee
Other Services | o Additional Fee
L Addendum
Director Identification Mo =| o Prescruting
L Resubmission
Q Mare Apprival Ref Mumber
1+ Enguire Provisional DM

e Wiew Index Of Charges

Figure 11: Services Provided

3.8 How to Search Public Document?

Public documents are those documents that are available for viewing, by anyone, on
payment of requisite fees. Users may need to see public documents of any company
registered with MCA for various purposes. Similarly, banks and financial institutions may

also need to view these documents while sanctioning loan.
The following are the categories of public document:

1. Incorporation documents

2. Charge documents

3. Annual returns and balance sheet

4. Change in directors

5. Other documents
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3.9 How to Request a Certified Copy of a Document?

The user selects one or more document(s) for viewing and clicks the “Get Certified Copy”
button. User has the option to choose more than one document at a time. This is a paid
service. User will have the facility to add the documents to his cart and make the payment
collectively. The User has the option to mention the number of pages in the document for

which he wants a certified copy as well as the number of copies.

Once the request reaches to the pending work list of the concerned MCA official, the official
will take the printouts of the documents and sign it with seal and deliver to the requester.

The certified copy will be delivered in physical form.

3.10 How to find CIN from Registration Number/Name?

The existing company registration numbers currently in use are unique within a given RoC
office, but it is not so across various RoC offices in the country. The MyMCA portal will
display the CIN of a company when the company registration number or name is entered
along with the relevant RoC code. Since the company registration number is not unique on
an all India basis, the RoC code should also be keyed in by the user to provide the exact

CIN.

The name or CIN of the company may change over a period of time. System only displays

the current name and CIN.

In case of change of CIN, the user is required to enter previous (inactive) CIN and the

system displays corresponding active CIN.

In case of change of name, the user is required to enter old name and the system displays

corresponding current name.

This facility can be used without logging into the system.
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3.11 Enquiring of Fee Payable
MyMCA portal user can enquire the fee details for various services that charge a fee to user.
The purpose is to provide the user with fee details for a particular service.
The user can enquire the fee details for the following services:
¢ Filing of eForms
e Viewing public documents
o Getting certified copies of public documents

e Getting endorsement on share transfer deeds

3.12 Status Monitoring

MyMCA portal enables close monitoring of the status of any transaction by a user.

3.12.1Viewing of Transaction Status

Once the transaction is performed, the user can check the status of that transaction from his
account in the MyMCA portal at any time by entering SRN. Users associated with a
company (company users as wells as professional users) can check status of all the

transactions performed for their company.
An individual user can only check the status of the transactions performed by him/her.
The list of different transaction status is presented below:

(a) Waiting for payment

(b) Transaction cancelled - payment not received

(c) Work in progress

(d) Waiting for user information

(e) Approval

(f) Required resubmission

(8) Rejected
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The submitted form is accepted for processing once the payment has been confirmed. The

status from (c) to (g) provides outcome/status of submitted eForm to the user.

3554 Ministry of Company Affairs
&%  Government of India

About Us Company Law & Rules Information Reports & Statistics How to
Track Transaction Status
BRI - 1
E Download eForms =
Start Date : L 1 had-mmoyyyn
End Date [ 1 %kdd-mmoyryn
eFiling al
Service Type | --Zelect-- |
Track Transaction Status |
Track Payment Status |

Access Public Documentses|

Investor Grievances |

Other Services a|

Director ldentification No |

Figure 12: Track Transaction Status

3.12.2Viewing of Payment Status
Status of payment done by user can be checked from the MyMCA portal with the help of
SRN.
The list of payment statuses is shown below:
(a) Paid
(b) Waiting for payment
(c) Transaction cancelled Payment not received

Status (b) and (c) above are applicable in the case of offline payment through bank challan

mode.
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Appendix A. LIST OF PHYSICAL FRONT OFFICES

Cities where ROC offices exist
Northern Region No. of FOs
1 Delhi (Showcase PFO) 1
2 Haryana 1
3 Kanpur 1
4 Jalandhar 1
5 Jaipur 1
6. Jammu 1
Eastern Region
7 Kolkata (Showcase PFO) 1
Cuttack 1
9 Shillong 1
10 Patna 1
Western Region
11 Mumbai (Showcase PFO) 1
12 Mumbai 1
13 Ahmedabad 1
14 Pune 1
15 Gwalior 1
16 Goa 1
Southern Region
17 Chennai (Showcase PFO) 1
18 Coimbatore 1
19 Ernakulam 1
20 Hyderabad 1
21 Pondicherry 1
22 Bangalore 1
Special Economic Zones (SEZ)
23 Indore SEZ (M.P) 1
24 Kandla SEZ (Gujarat) 1
25 SEEPZ (Maharashtra) 1
26 Falta SEZ (W. Bengal) 1
27 Noida SEZ (U.P) 1
28 Chennai SEZ (T.N) 1
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29 Cochin SEZ (Kerala) 1
30 Vizagapattinam (A.P) 1
Other Important Cities (where there are no ROC offices)
31 Chandigarh 1
32 Thiruvananthapuram (Kerala) 1
33 Indore (M.P) 1
34 Guwahati (Assam) 1
35 Dehradun (Uttaranchal) 1
36 Ranchi (Jharkhand) 1
37 Raipur (Chattisgarh) 1
38 Port Blair (A&N island) 1
39 Srinagar (J&K) 1
40 Bhubaneswar (Orissa) 1
41 Nagpur (Maharashtra) 1
42 Baroda (Gujarat) 1
43 Jodhpur (Rajasthan) 1
44 Siliguri (W. Bengal) 1
45 Itanagar (Arunachal Pradesh) 1
46 Shimla (Himachal Pradesh) 1
47 Aizawal (Mizoram) 1
48 Imphal (Manipur) 1
49 Dimapur (Nagaland) 1
50 Agartala (Tripura) 1
51 Lakshadweep 1
52 Daman & Diu 1
53 Dadra & Nagar Haveli 1

Temporary Front Offices:

No. of TFOs
1 Delhi 1
2 Kolkata 1
3 Mumbai 1
4 Chennai 1
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Appendix B. LIST OF RE-ENGINEERED EFORMS

S.No. | eForm No. Details Existing Form | Category
No.
1 Form 1 Application and declaration for | Form 1 Company
incorporation of a company Registration
2 Company
Registration/
Application form for Change
Form 1A availability or change of name Form 1A services
3 Particulars of person(s) or Informational
director(s) or charged or services
specified for the purpose of
Form 1AA clause (f) or (g) of section 5 Form 1AA, 1AC
4 Application for confirmation by Approval
Regional Director for change of services-
registered office of the company Regional
within the state from the Director
jurisdiction of one Registrar to
the jurisdiction of another
Form 1AD Registrar Form 1AD
5 Approval
Application for approval of the | Form 1B (For | services-
Central Government for change | Conversion of | Registrar of
of name or conversion of a | public company | companies/
public company into a private | to private | Change
Form 1B company company) services
6 Compliance
Form 2 Return of allotment Form 2 related filing
7 Particulars of contract relating Compliance
to shares allotted as fully or related filing
partly paid-up otherwise than
Form 3 in cash Form 3
8 Statement of amount or rate Compliance
percent of the commission related filing
payable in respect of shares or
debentures and the number of
Form 4 shares or debentures for which | Form 4
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persons have agreed for a
commission to subscribe for
absolutely or conditionally

9 Return in respect of buy back of Compliance
Form 4C securities Form 4C related filing
10 Notice of consolidation, Change
division, etc. or increase in services
share capital or increase in
Form 5 number of members Form 5
11 Particulars for creation or Charge
modification of charges (other management
than those related to | Form 8, 13, 55,
Form 8 debentures) 56, 59
12 Particulars for registration of | Form 10, 13, 57, | Charge
Form 10 charges for debentures 59 management
13 Appointment or cessation of Charge
Form 15 receiver or manager Form 15, 16, 13 management
14 Particulars for satisfaction of Charge
Form 17 charges Form 17, 13, 60 management
15 Company
Registration/
Notice of situation or change of Change
Form 18 situation of registered office Form 18 services
16 Declaration of compliance with Company
the provisions of section Registration
149(1)(a), (b) and (c) of the
Form 19 Companies Act, 1956 Form 19
17 Form 20 Declaration of compliance with Company
the provisions of section Registration
149(2)(b) of the Companies
Act, 1956 Form 20
18 Declaration of compliance with Company
the provisions of section Registration
Form 20A 149(2A) or of section 149(2B) Form 20A
19 Form 20B [Refer Compliance
Section 159 of | Form for filing annual return of related filing
the Companies | a company having a share
Act, 1956] capital None
20 Notice of the court or the Informational
Form 21 company law board order Form 21 services
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21 Particulars of annual return for Compliance
the company not having share related filing
Form 21A capital Form 21A
22 Compliance
Form 22 Statutory Report Form 22 related filing
23 Form of return to be filed with Informational
Form 22B the Registrar None services
24 Registration of resolution(s) and Informational
Form 23 agreement(s) Form 23 services
25 Notice of address at which Informational
Form 23AA books of account are maintained | Form 23AA services
26 Application to Central Approval
Government for modification in services-
the matters to be stated in the Head
company's balance sheet or Quarters
Form 23AAA profit and loss account None
27 Approval
Application for exemption from services-
attaching the annual accounts of Head
Form 23AAB the subsidiary companies None Quarters
28 Approval
Application to Central services-
Government for not providing Head
Form 23AAC depreciation None Quarters
29 Form for filing balance sheet, Compliance
profit and loss account and related filing
other documents with the
Form 23AC Registrar None
30 Form 23B Information by auditor to Compliance
Registrar Form 23B related filing
31 Approval
Form of application to the services-
Central Government for Head
Form 23C appointment of cost auditor Form 23C Quarters
32 Form of application to the Provisions
Central Government for relating  to
increase in the number of managerial
Form 24 directors of the company Form 24 personnel
33 Form for filing application to Approval
Form 24A Central Government (Regional | Form 24A services-
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Director) Regional
Director
34 Form for filing application for Approval
giving loan, providing security services-
or guarantee in connection with Head
Form 24AB a loan None Quarters
35 Form of application to the Approval
Central Government for services-
obtaining prior consent for Head
holding of any office or place of Quarters
profit in the company by certain
Form 24B persons Form 24B
36 Form of application to the Provisions
Central Government for relating  to
approval of appointment and managerial
remuneration or increase in personnel
remuneration or waiver for
excess or over payment to
managing  or  whole-time
Form 25A director(s) or manager Form 25A, 26
37 Form of application to the Provisions
Central Government for relating  to
approval to amendment of managerial
provisions relating to personnel
managing, whole-time or non-
Form 25B rotational directors Form 25B
38 Return of appointment of Compliance
managing director or whole- related filing
Form 25C time director or manager Form 25C
39 Particulars of appointment of Company
managing director, directors, Registration/
manager and secretary and the Change
changes among them or consent services
of candidate to act as a
managing director or director or
manager or secretary of a
company and/ or undertaking
to take and pay for qualification
Form 32 shares Form 32, 29
40 Form 32 | Particulars of appointment of Company
Addendum managing director, directors, None Registration/
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manager and secretary and the
changes among them or consent
of candidate to act as a
managing director or director or
manager or secretary of a
company and/ or undertaking
to take and pay for qualification
shares- addendum to Form 32.

Change

services

41

Form 35A

Information to be furnished in
relation to any offer of a scheme
or contract involving the
transfer of shares or any class of
shares in the transferor
company to the transferee

Form 35A

Informational
services

42

Form 36

Receiver's or manager's abstract
of receipt and payments

Form 36

Charge
Management

43

Form 37

Application by an existing joint
stock company or by an existing
company (not being a joint
stock company) for registration
as a public limited or private
limited or an  unlimited
company

Form 37, 38

Company
Registration

44

Form 39

Registration of an existing
company as a limited company

Form 39, 40, 41,
42

Company
Registration

45

Form 44

Documents delivered for
registration by a foreign
company

Form 44

Company
Registration

46

Form 49

Return of alteration in the
charter, statute or
memorandum and articles of
association, address of the
registered or principal office
and directors and secretary of a
foreign company

Form 49

Change
services

47

Form 52

Notice of (A) alteration in
names and addresses of persons
resident in India authorized to
accept service on behalf of a
foreign company (B) alteration
in the address of principal place

Form 52

Change
services
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of business in India of a foreign
company (C) list of places of
business established by a
foreign company (D) cessation
to have a place of business in
India

48 Approval
services-
Form for filing an application Registrar  of
Form 61 with Registrar of Companies None companies
49 Form 4A, | Compliance
Return of | related filing
Deposits,
Liquidation
forms
(Voluntary),
Form for submission of | Compliance
Form 62 documents with the Registrar Certificate form
50 Approval
services-
Form for filing application for Head
Form 63 declaration as nidhi company None Quarters
51 Approval
Form for filing application for services-
opening branch(s) by a nidhi Regional
Form 64 company None Director
52 Form for filing application or | Application as | Approval
documents with Central | prescribed services-
Government under Head
Companies Quarters
(Application for
Extension of
Time or
Exemption
under Sub-
section (8) of
Section 58A)
Rules, 1979. For
other
application
Form 65 None
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53 Form II Form IT | Approval
[Pursuant to [Pursuant to | services-
Rule 2 of the|Form of application for | Rule 2 of the | Head
Companies approval of the Central | Companies Quarters
(Appointment Government for the | (Appointment
of Sole Agents) | appointment of sole buying | of Sole Agents)
Rules, 1975] agent by a company Rules

54 Form DD-B Form DD-B | Compliance
[Pursuant to [Pursuant to | related filing
section 274(1)(g) section 274(1)(g)
read with rule 5 read with rule 5
of Companies of Companies
(Disqualification (Disqualification
of Directors of Directors
under  section under  section
274(1)(g) of the 274(1)(g) of the
Companies Act, Companies Act,
1956) Rules, 1956) Rules,
2001] Return by a public company 2001]

55 Form I Form I | Approval
[Pursuant to [Pursuant to | services-
Rule 2 of the|Form of application for | Rule 2 of the | Head
Companies approval of the Central | Companies Quarters
(Appointment Government for the | (Appointment
of Sole Agents) | appointment of sole selling | of Sole Agents)
Rules, 1975] agents by the company Rules

56 Form DD-C Provisions
[Pursuant to relating  to
section 274 read managerial
with Companies personnel
(Disqualification
of Directors
under  section
274(1)(g) of the
Companies Act,
1956) Rules, | Form of application for removal
2001] of disqualification of directors None

57 Form Form of application for | Part II - Form | Approval
[Pursuant to the | approval for declaration of | [Pursuant to | services-
Companies dividend out of reserves section 159 of | Head
(Declaration  of the Companies | Quarters

Dividend out of

Act, 1956 and
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Reserves) Rules,
1975]

rule 3 of
Application  of
section 159 to

Foreign
Companies
Rules, 1975]

58 Form Part II - Form | Compliance
[Pursuant to [Pursuant to | related filing
section 159 of section 159 of
the Companies the Companies
Act, 1956 and Act, 1956 and
rule 3 of rule 3 of
Application of Application of
section 159 to section 159 to
Foreign Form of annual return of a | Foreign
Companies foreign company having a share | Companies
Rules, 1975] capital Rules, 1975]

59 Form 1 Compliance
[Pursuant to Form 1 | related filing
Rule 3 of [Pursuant to
Investor Rule 3 of
Education and Investor
Protection Fund Education and
(Awareness and Protection Fund
Protection of | Statement of amounts credited | (Awareness and
Investors) Rules, | to investor education and | Protection of
2001] protection fund Investors) Rules

60 Form Compliance
[Pursuant to related filing
section 233B(4),

600(3)(b) of the

Companies Act,

1956 and rule

2(c) and rule 4

of the Cost | Form for filing cost audit report

Audit (Report) | and other documents with the | Cost Audit
Rules, 2001] Central Government Report

61 Investor Investor
Complaint Form | Investor Complaint Form None services
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Appendix C. LIST OF CERTIFYING AUTHORITIES

1. Tata Consultancy Services Ltd.
www.tcs-ca.tcs.co.in

Tata Consultancy Services Ltd.
11th Floor, Air India Building,
Nariman Point,

Mumbeai - 400 021

2. National Informatics Centre

Wwww.nic.in

A-Block CGO Complex,
Lodhi Road,
New Delhi -110 003

3. Institute for Development & Research in Banking Technology (IDRBT)
idrbtca.org.in

IDRBT, Castle Hills, Road No. 1,
Masab Tank, Hyderabad,
Andhra Pradesh - 500 057 (India)

4. MTNL
www.mtnltrustline.com

3rd Floor, Mahanagar Doorsanchar Sadan,
9,CGO Complex,Lodi Road
New Delhi-110003

5. Customs & Central Excise
icert.gov.in

5th Floor

Hotel Samrat,Kautilya Marg,
Chanakya Puri,

New Delhi-110021

6. n)Code Solutions Ltd., (A division of Gujarat Narmada Valley Fertilisers
Company Ltd.)

www.gnvfc.com


http://www.tcs-ca.tcs.co.in/
http://www.nic.in/
http://idrbtca.org.in/
http://www.mtnltrustline.com/
http://www.cca.gov.in/customs.jsp
http://www.icert.gov.in/
http://www.ncodesolutions.com/

(n)Code Solutions, (A division of Gujarat Narmada Valley Fertilisers Company Ltd.)
Ahmedabad - 380 054,
Gujarat.

7. Safescrypt
www.safescrypt.com

Safescrypt Ltd.

II Floor, Tidel Park

4 Canal Bank Road Taramani,
Chennai - 600 113
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Appendix D. LIST OF BANKS IDENTIFIED (INCLUDING SEZ BRANCHES)

(Total Branches 200)
1. DELHI (22)
Sr Name of the Bank Name & Branch Code No. BSR Code No.
No. (allocated by
RBI)

PUNJAB NATIONAL PNB, ECE House, N.D. (Focal Point) (Br. 0302962

BANK (PNB) D.No.1120)
No. of Branches: 14 New Delhi, N-46, Connaught Circus (Br. 0302431

D.No.1846)
New Delhi, Lodhi Road (Br. D.No.128) 0300272
New Delhi, Sansad Marg (Parl.St) (Br. D.No.153) 0300489
New Delhi, Naraina(Br. D.N0.627) 0300276
New Delhi, Tolstoy House (Br. D.N0.3097) 0303385
New Delhi, Nehru Place (Br. D.No.1529) 0301410
New Delhi, Gurdwara Rd., Karol Bagh. (Br. 0300264

D.No.120)
New Delhi, Rajendra Place (Br. D.No0.1522) 0301261
Delhi, Okhla Indl. Estate, Delhi (Br. D.No. 602) 0300281
Delhi, Preet Vihar (Br. D.No0.1399) 0302056
New Delhi, 74-Janpath (Br. D.No. 131) 0300266
Delhi, Darya Ganj(Br. D.No.117) 0300242
Delhi, Kamla Nagar(Br. D.No.154) 0300245
STATE BANK OF INDIA New Delhi Main Branch, Parliament Street No. 0000691

(SBI) 0691 (Focal Point Link)
No. of Branches: 04 I.P. Estate, New Delhi, No. 1187 0001187
Nehru Place No. 4688 0004688
Nirman Bhavan No. 0583 0000583
HDEFC K.G. Marg, Connaught Place, N.D.(Focal Point) 0510005
No. of Branches : 03 New Delhi Avantika Tower, Local Shopping 0510054
Centre Saket.
Community Centre New Friends Colony N. Delhi 0510096
65

ICICI: 01 New Delhi, Connaught Place, 1st Flr 9-A, Phelps 6390009

Bldg., (Focal Point)

2. HARYANA (06)
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Sr. Name of the Bank Name & Branch Code No. BSR Code No
No. (allocated by
RBI)
PUNJAB NATIONAL NIT Faridabad (Br. D.No.167) 0300465
BANK (PNB)
Ambala Cantt, (Br.D.No. 14) 0300432
Panipat GT Road, (Br. D.No. 377) 0300445
Rohtak Civil Lines, (Br. D.No. 838) 0300454
Hissar Main, (Br D.No. 203) 0300471
Gurgaon DLF Phase I (Br D.No. 0188) 0300463
3. JAMMU & KASHMIR (03)
Sr Name of the Bank Name & Branch Code No. BSR Code No
No. (allocated by
RBI)
PUNJAB NATIONAL Srinagar, Amirakadal (Br. D.N0.2432) 0300489
BANK (PNB) Jammu Tawi, Shalimar Rd. (Br. D.N0.223) 0300500
HDEFC Jammu Main Br. applied for
4. RAJASTHAN (08)
Sr Name of the Bank Name & Branch Code No. BSR Code No
No. (allocated by
RBI)
PUNJAB NATIONAL Jaipur, Nehru Place, MJ Road, (Br. D.No. 4064) 0304017
BANK (PNB)
STATE BANK OF INDIA Jodhpur 0659 0000659
(SBD) Jaipur, 0656 0000656
Ajmer, PBNo 4, 0603 0000603
HDEFC Jaipur D-54 Sidhi Vinayak, Ashok Marg 0510055
Jodhpur, Chopasani Rd 0510144
ICICI Udaipur, Madhubani 6390047
Kota, Jhalawal Road 6390385
5. UTTAR PRADESH (11)
Sr. Name of the Bank Name & Branch Code No. BSR Code No
No. (allocated by
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RBI)

PUNJAB NATIONAL Noida Sector 27 (Br. D.No. 2726) 0301473
BANK (PNB) Kanpur, Swaroop Nagar (Br. D.No.727) 0300092
Allahabad, Civil Lines (Br. D.No.12) 0300104
Agra, Daresi No.2, D.No.4 (Br. D.No.4) 0300141
Meerut, Kesargang (Br.D.No. 0319) 0300168
Ghaziabad, GT Road (Br.D.No. 0180) 0300171
STATE BANK OF INDIA Noida SPECIAL ECONOMIC ZONE 0009837
(SBI) Varanasi 0201 0000201
Lucknow 0125 0000125
HDFC Varanasi, Kuber complex, Rathyatra Crossing 0510217
Noida, Sector 18 0510089

6. UTTARANCHAL (03)

Sr. Name of the Bank Name & Branch Code No. BSR Code No
No. (allocated by
RBI)
PUNJAB NATIONAL Dehradun, Clock Tower 03003272
BANK (PNB) (Paltan Bazar ) (Br. D.No. 3713)
STATE BANK OF INDIA Dehradun 0630 0000630
(SBI)

HDEFC Dehradun, Rajpur Rd. 0510224

54




7. PUNJAB (06)

Sr. Name of the Bank Name & Branch Code No. BSR Code No
No. (allocated by
RBI)
PUNJAB NATIONAL Jalandhar, Civil Lines (Br. D.No0.235) 0300384
BANK (PNB)
HDFC Amritsar, 39 The Mall 0510177
Bhatinda, 3027B Guru Kashi Marg, Near Bus 0510184
Stand
Mohali, SCF 19 Phase 7 SAS Ngr, Dist Ropar 0510094
ICICI Ludhiana, Feroze Gandhi Market 6390019
Patiala, Chotti Baradari 6390366
8. HHIMACHAL PRADESH (01)
Sr. Name of the Bank Name & Branch Code No. BSR Code No
No. (allocated by
RBI)
STATE BANK OF INDIA Shimla, 0718 0000718
(SBI)
9. CHANDIGARH (03)
Sr. Name of the Bank Name & Branch Code No. BSR Code No
No. (allocated by
RBI)
PUNJAB NATIONAL Chandigarh, Sector 17-B (Br. D.No.87) 0300483
BANK (PNB)
STATE BANK OF INDIA Chandigarh Indl.Estate 1508 0001508
(SBI)
ICICI Chandigarh, Sector 9 C 6390014
10. TAMIL NADU (22)
Sr. Name of the Bank Name & Branch Code No. BSR Code No
No. (allocated by
RBI)
PUNJAB NATIONAL Chennai, Rajaji Salai, (Focal Point) (Br. D.No.305) 0300852
BANK (PNB) Mount Road, Annasalai, Chennai (Br. D.No. 306) 0300735
Coimbatore, (Branch D.No0.98) 0300756
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STATE BANK OF INDIA Focal Point Link Br, Chennai, 267 A, Royapettah 0004310
(SBI) High Rd. 4310
Nungambakkam, Chennai, 1176 0001176
Chennai, Main Br 0000800
Tirupur, 0935 0000935
ICICI Chennai, Nungambakkam High Road (Focal 6390011
Point)
Neyveli Township, Neyveli-3 6390205
Trichy, West Bouleward Road 6390125
Coimbatore 6390018
Indian Bank MADRAS Special Economic Zone (SEZ) 0261174
Chennai Sterling Rd. (Nodal/ Focal Branch) 0260565
Chennai Ambathur 0261039
Chennai Guindy 0260078
Chennai Tambaram East 0260106
Madurai Main 0260232
Tirunalveli Junction 0260255
Virudanagar 0260243
Tiruchirapalli Main 0260180
Udhagamandalam 0260354
Trichy Road Branch, Coimbatore 0261468
11. ANDHRA PRADESH (06)
Sr. Name of the Bank Name & Branch Code No. BSR Code No
No. (allocated by
RBI)
PUNJAB NATIONAL Hyderabad, Bank Sreet 0300712
BANK (PNB) (Branch D. No. 207)
STATE BANK OF INDIA Vishakhapatnam SPECIAL ECONOMIC ZONE 0004346
(SBI) (SEZ)
Vishakhapatnam Main Br 0000952
Vijayawada 0000948
ICICI Hyderabad Khairatabad 6390010
Indian Bank Guntur 0260049
12. PONDICHERRY (02)
‘ Sr. ‘ Name of the Bank Name & Branch Code No. BSR Code No
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No. (allocated by
RBI)
PUNJAB NATIONAL Pondicherry, (Branch D No.2928) 0301423
BANK (PNB)
ICICI Chetty Street Pondicherry 6390175
13. KARNATAKA (07)
Sr. Name of the Bank Name & Branch Code No. BSR Code No
No. (allocated by
RBI)
PUNJAB NATIONAL Bangalore, Bangalore City 0300851
BANK (PNB) (Branch D. No. 41)
STATE BANK OF INDIA Bangalore IFB 0009077
(SBI)
ICICI Mysore Main 6390333
Indian Bank Mangalore 0260071
Hubli 0260671
Raichur 0260573
Bellary 0260069
14. KERALA (07)
Sr. Name of the Bank Name & Branch Code No. BSR Code No
No. (allocated by
RBI)
PUNJAB NATIONAL Ernakulam (Branch D.No 1701) 0301172
BANK (PNB)
STATE BANK OF INDIA Cochin SPECIAL ECONOMIC ZONE (SEZ) 0009485
(SBI) Branch
Kottayam, 1891 0001891
Calicut, 0861 0000861
Thrissur, 0940 0000940
ICICI Thiruvananthapuram 6390356
Indian Bank Palakkad, 0276 0260276
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15. MAHARASTRA (40)

Sr. Name of the Bank Name & Branch Code No. BSR Code No
No. (allocated by
RBI)
PUNJAB NATIONAL PNB Hs, Mumbai (Focal Point) (Branch D No. 62) 0300617
BANK (PNB) Mumbai Samachar Marg (Br. D.No. 1955) 0302439
Mumbai Brady Hs, Nariman Point (Branch D.No. 0303274
3731)
Dadar N.C. Kelkar Road, (Br. D.No. 59) 0300621
Mumbai Main(Ilaco House)(Br.D.No 61) 0300631
Nagpur, Kingsway (Br. D.No. 354) 0300649
Thane Ulhasnagar-II (Br. D.No. 461) 0300637
Aurangapura, Aurangabad, (Br.D.No. 981 0301338
Pune Kothrud (Br. D.No. 3974) 0303938
STATE BANK OF INDIA SEEPZ SPECIAL ECONOMIC ZONE (SEZ) 0003473
(SBD) Mumbai, Safed Pul Branch, Anuradha Industries 0008770
Compound, Kurla Andheri Rd, (Focal Point Link
Br)
Malad West 0552 0000552
Fort Market 5347 0005347
Churchgate 1821 0001821
Aurangabad 1716 0001716
Nagpur 0432 0000432
Wagle Industrial Estate Thane 1053 0001053
Ghatkopar (East) MG Rd, 0516 0000516
Thane, Naupada, Gohale Rd.5354 0005354
Kolhapur (Dassaro Chowk) 0413 0000413
HDEFC Mumbai Fort, Maneckji Wadia Bldg, Nanik 0510062
Motwani Marg, (Focal Point)
Mumbai Backbay Reclamation applied for
Thane Talao Pali 0510149
Jalgaon DSP Chowk 0510169
Nagpur, Shankar Ngr Square 0510110
Mumbai Colaba, Linden Hs, Mahakavi Bhushan 0510080
Marg, Behind Taj Mahal Hotel
Mumbai,Sandoz Hs,Dr. Annie B.Rd,Worli 0510001
Nariman Hs. 101/104 Tulsiani Chambers, Free 0510002

Press,Nariman Pt.
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Mumbai,“El Dorado”,Narayan D. Mrg Opp. VS 0510011
Marg, Prabhadevi
Aurangabad, Shivani Chambers, Jaina Road 0510125
Nasik, Vasthushri, Gangapur College Link Rd, 0510105
Vashi, HDFC Annexe,Sector 17 Applied for
Dadar, Imperial Mahal,Dr.B.A. Rd 0510087
Khodadad Circle,
Pune Fergusson College Road 0510086
Ahmednagar, ST Stand Road 0510181
Kolhapur, Tara Bai Park 0510156
ICICI Mumbai, Nariman Point,215 Free Press 6390005
House,Nariman Point (Focal Point)
Powai 6390020
Muland West 6390243
Solapur Gulmohar Complex 6390376
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16. GUJARAT (09)

Sr. Name of the Bank Name & Branch Code No. BSR Code No
No. (allocated by
RBI)
PUNJAB NATIONAL Ahmedabad, Maskoti Market 0300600
BANK (PNB) (Br.D.No. 5)
Gandhinagar (Br. D.No. 1913) 0301490
Vadodara Fatehganj, (Br. D.No. 3405) 0300590
STATE BANK OF INDIA Kandla SPECIAL ECONOMIC ZONE (SEZ) 0002657
(SBI) Ahmedabad Commercial Branch 6926 0006926
HDEFC Ahmedabad Navrangpura 0510007
Surat, Damas Rd, Athwa Lines 0510104
ICICI Ahmedabad JMC House, Ambawadi 6390030
Vadodara, Alokpuri, Baroda 6390006
17. DADAR & NAGAR HAVELI (02)
Sr. Name of the Bank Name & Branch Code No. BSR Code No
No. (allocated by
RBI)
STATE BANK OF INDIA Silvassa 6586 0006586
(SBI)
HDEFC Silvassa, Vapi Silvassa Road 0510090
18. MADHYA PRADESH (06)
Sr. Name of the Bank Name & Branch Code No. BSR Code No
No. (allocated by
RBI)
PUNJAB NATIONAL Indore, SitalaMata Bazar (Br. D.No. 212) 0300685
BANK (PNB) Gwalior Naya Bazar (Br Dno 290) 0300698
STATE BANK OF INDIA Main Branch Bhopal 0001308
(SBI) Main Branch, Jabalpur, 0390 0000390
HDEFC Bhopal, E-1/57, Arera Colony 0510058
Indore, U.V House, South Tukoganj 9/1-A 0510037

19.CHATTISGARH(02)
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Sr. Name of the Bank Name & Branch Code No. BSR Code No
No. (allocated by
RBI)
HDEC Raipur, Chattisgarh 0510176
ICICI Bhillai, Supela 6390386
20. GOA (03)
Sr. Name of the Bank Name & Branch Code No. BSR Code No
No. (allocated by
RBI)
PUNJAB NATIONAL Goa, Panaji (Br. D.No. 2923) 0301369
BANK (PNB)
HDEC Vasco De Gama Goa Swatantra Peth 0510107
21. DAMAN & DIU (01)
Sr. Name of the Bank Name & Branch Code No. BSR Code No
No. (allocated by
RBI)
HDEC Daman, Tin Batti, Nani Daman 0510131
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22. WEST BENGAL (14)

Sr. Name of the Bank Name & Branch Code No. BSR Code No
No. (allocated by
RBI)
PUNJAB NATIONAL Kolkata Brabourne Road, (Focal Point) (Br. D.No. 0300048
BANK (PNB) 100)

Alipore Chetla, Kolkatta (Br. D.No. 1412) 0301057

STATE BANK OF INDIA FALTA SPECIAL ECONOMIC ZONE 0008772

(SBI) Kolkata Main Branch 0001 (Focal Point Link) 0000001

HDFC Kolkata, Stephen House, (Focal Point) 0510009

Siliguri, 3, Rama Krishna Samiti Building 0510154

Pari Tarki Seroki Road

Durgapur, Distt. Burdwan, Brach code 234 0510232

BA-3, Sector 1, Salt Lake, Kolkata 0510018

63/2, Dr. S.P. Mukherjee Rd, Dum Dum, Kolkata 0510103

55/1, Bhupendra Bose Avenue, Near Shyambazar, 0510189

Metro Station, Kolkata
493/C/A, G.T. Road (S), Howrah, Kolkata 0510208
Shree Arcade, Ist Flr, 2 Jogendra Kaviraj Row, 0510215
Burrabazar, Kolkata
Dr. U.N. Brahmachari Street, Constantia Complex, 0510088
Kolkata
174 A, Block G, New Alipore, Kolkata 0510039
23. ANDAMAN AND NICOBAR (02)
Sr. Name of the Bank Name & Branch Code No. BSR Code No
No. (allocated by
RBI)
PUNJAB NATIONAL Port Blair (Br. D.No..2167) 0302702
BANK (PNB)
STATE BANK OF INDIA Port Blair 0156 0000156
(SBI)

24. BIHAR (03)
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Sr. Name of the Bank Name & Branch Code No. BSR Code No
No. (allocated by
RBI)
PUNJAB NATIONAL Patna, Boring Road, (Br. D.No. 2910) 0301119
BANK (PNB) Patna, New Market, (Br. D.No0.2913) 0301229
HDEC Patna, Rajendra Basu Plaza Exhibition Road, 0510178
Branch Code 186
25. [HARKHAND (02)
Sr. Name of the Bank Name & Branch Code No. BSR Code No
No. (allocated by
RBI)
PUNJAB NATIONAL Ranchi, S.N.G Rd. (Br. D.No. 404) 0300038
BANK (PNB)
STATE BANK OF INDIA Ranchi, Branch Code 0167 0000167
(SBI)
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26. MEGHALAYA(02)

Sr. Name of the Bank Name & Branch Code No. BSR Code No
No. (allocated by
RBI)
PUNJAB NATIONAL Police Bazar Shillong, (Br. D.No. 864) 0300006
BANK (PNB)
STATE BANK OF INDIA Shillong 0181 0000181
(SBI)
27. ASSAM(01
Sr. Name of the Bank Name & Branch Code No. BSR Code No
No. (allocated by
RBI)
STATE BANK OF INDIA Guwahati 0078 0000078
(SBI)
28. TRIPURA (01)
Sr. Name of the Bank Name & Branch Code No. BSR Code No
No. (allocated by
RBI)
STATE BANK OF INDIA Agartala 0002 0000002
29. MIZORAM (01)
Sr. Name of the Bank Name & Branch Code No. BSR Code No
No. (allocated by
RBI)
STATE BANK OF INDIA Aizwal 1539 0001539
(SBI)
30. NAGALAND (01)
Sr. Name of the Bank Name & Branch Code No. BSR Code No
No. (allocated by
RBI)
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STATE BANK OF INDIA Dimapur 0072 0000072
(SBI)
31. MANIPUR (01)
Sr. Name of the Bank Name & Branch Code No. BSR Code No
No. (allocated by
RBI)
STATE BANK OF INDIA Imphal 0092 0000092
(SBI)
32. ARUNACHAL PRADESH (01)
Sr. Name of the Bank Name & Branch Code No. BSR Code No
No. (allocated by
RBI)
STATE BANK OF INDIA ( Itanagar 6091 0006091
SBI)
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33. ORISSA (02)

Sr. Name of the Bank Name & Branch Code No. BSR Code No
No. (allocated by
RBI)
PUNJAB NATIONAL Buxi Bazar Cuttack (Br. D.No. 99) 0300066
BANK (PNB)
HDEC Bhubaneswar Junction ,Janpath & Gandhi Marg, 0510120

Kharavelanagar
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