MCA 21 e filing Procedure


MCA21

(e-filing scheme of Company Documents/Returns with ROC, RD & MCA)

1. Overview

As you are aware that each company has to regularly file various documents with office of the Registrar of Companies (ROC), Regional Director or Ministry of Company Affairs.  Until now these documents are filed in physical paper format i.e. by submission of certified papers or documents to the ROC Office.

The Ministry of Company Affairs (MCA) has launched an initiative called MCA21 under which the current practice of filing paper return has been discontinued w. e. f. 28.02.2006.  Beginning from 01.03.2006, all the documents shall be accepted only in electronic format known as E-forms.

For easy understanding of the MCA21, we have summarised it along with its comparison with old filing system.

	
	Earlier
	Under MCA21

	Company Identification
	Companies are recognised by their Registration No.
	Companies will now be identified by Corporate Identification No. (CIN).  MCA has already allotted CIN to all the companies, which can be checked from MCA website www.mca.gov.in
   

	Director Identification
	Currently there is no system to identify Directors.
	Any person who is a director in any domestic company shall have to get his Director Identification No. (DIN).  DIN is equivalent to PAN in Income Tax.  A person can have only one DIN.  Possessing more than one DIN is illegal.  If a person is director in more than one company, then also he has to get only one DIN. 



	Forms
	Physical forms need to be filed by visiting the filing counter of respective ROC
	Only E-forms shall be accepted online i.e. paper forms and attachments shall be discontinued.



	Signatures
	These forms are manually signed by the respective authorities e.g. Managing Director, Director, Company Secretary etc.
	E-forms shall have to be signed only by digital signatures by the authorised persons.  Hence each person who has to sign any document shall have to get his Digital Signature Certificate (DSC)



	Attachments
	Certified True copies in Physical Paper mode are filed attached with the forms.
	Any physical attachment shall have to be scanned and converted into PDF Format and then attached with the E-forms.



	Certification by professionals
	Only a very few forms are required to be certified by the Practising Professional before filing them with the ROC.
	Several other E-forms are now required to be Digitally Signed by the practising Professionals (CA, CS or Cost Accountant).  These form nos. are 2, 3, 5, 8, 10, 17, 18, 23, 24AB, 32 etc.



	Fee Payment
	Fee is paid only by Demand Draft or Cash
	Fee is to be paid only by three modes viz. Credit Card, Online Banking or Challan deposit in Bank Branch. 




Note : 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.

2. The E-Process

The electronic filing of company documents (E-forms) is a five-step process as summarised below:

a) Registration at MCA website: Registration is a free, simple and one-time process to create Login ID for each individual who wishes to file or view any company documents.

b) Download E-form: E-forms are freely downloadable and are in PDF format. 

c) Complete E-form: Complete the E-form, Check it by clicking on the “Check Form” Button given in the Form, attach the supportive documents in PDF Form only, Sign it with the digital signature of all the persons who are required to sign it including that of Professionals.

d) Submit E-form: Submit the E-form by clicking on the “Submit” Button given in the form.  You will need to be connected to the Internet while clicking on “Submit”.

e) Make Payment: Fee will be calculated automatically by the system and displayed to the user.  The fee can be paid by any of the three methods viz. Credit Card, Online Banking or Bank Challan.  If bank challan is chosen, then it will be displayed on the screen.  The printed Challan is required to be deposited in next five days with the designated branches of Banks.  There are 22 designated branches in Delhi.

f) Check status: Verify after 5 days of the filing date, the status of the document filed by the facility given at the website itself.  Actual status whether accepted, rejected, modification required or explanations required etc can be know by this method.
Please also check carefully the guidelines given in ANNEXURE - B
3. Corporate Identification Number (CIN)
Each company shall now be identified by its CIN instead of Registration number earlier.  The MCA has already issued CIN to all the companies, which can be checked, from www.mca.gov.in
CIN can be found from the MCA 21 portal through search based on:

ROC Registration No.

Existing Company Name

Old Name of Company

Inactive CIN

Company’s Master Data and other details can now be seen by filling its CIN on the MCA website.

4. Director Identification Number (DIN)

All existing and new directors are required to get the Director Identification Number. DIN is equivalent to PAN in Income Tax.  A person can have only one DIN.  Possessing more than one DIN is illegal.  If a person is director in more than one company, then also he has to get only one DIN. The DIN will remain with the individual only.  A person who wants to become a director for the first time shall have to first get his DIN.  On resignation of the Director from a company the DIN obtained does not have to be cancelled. Persons other than directors, e.g. Company Secretary, C.E.O. are however, not required to obtain DIN.

Procedure to apply for DIN
Visit MCA website www.mca.gov.in and fill DIN application online, which is a simple form available on the link ‘Apply for DIN’. On submission of this form, a ‘Provisional DIN’ is generated by the system and is displayed on the screen. Save and take a print out of the filled form having provisional DIN, affix your photograph and send the same by normal post, along with photocopies of proofs of identity & residence, duly attested by Notary/ Gazetted Officer/ Certified Professionals (CA/CS/ICWA) to the following address:


MCA DIN Cell,
P.O. Box No. 03, Noida – 201301,
Uttar Pradesh, India.


Alternatively, the DIN application form along with the enclosures can also be sent through registered / speed post or courier to the following address of the Regional Director:


MCA DIN Cell

A-14, Sector – I

PDIL Bhawan
Noida U.P.


The form will be processed by the MCA DIN Cell free of cost. Once approved, the DIN confirmation and activation letter will be sent to the applicant. An email in this regard will also be sent to the applicant on the email id provided in the DIN application form.  The provisional DIN can be used for e-filing until the DIN is approved and activated by the MCA DIN Cell. You can check the status of your DIN using the 'Enquire DIN Approval Status' option available under the 'Director Identification Number' link on the home page of the MCA portal (www.mca.gov.in)

                   
Documents to be attached with DIN application form 
Duly attested photocopies of the following should be attached - 
A. Identity Proof (Any one of the following) 
· PAN Card

· Driving License 

· Passport 

· Voter Id Card 

B. Residence Proof (Any one of the following) 
· Driving License 

· Passport 

· Voter Id Card 

· Telephone Bill 

· Ration Card 

· Electricity Bill 

· Bank Statement 
5. Digital Signature Certificate (DSC)

Digital signature certificates (DSC) are the digital equivalent (that is electronic format) of physical or paper certificates.  A digital certificate can be presented electronically to prove your identity, to access information or services on the Internet or to sign certain documents digitally. Like physical documents are signed manually, electronic documents, for example e-forms are required to be signed digitally through Digital Signature Certificate.
All signatories of a company including Managing Director, Directors, Manager or Secretary / authorized to sign the various forms to be filed with ROC, RD or MCA are required to obtain digital signature certificate (DSC) of class II at least.  Class I DSC are not acceptable.

A person may obtain class II Digital Signature Certificate from various Certifying Authorities (CA) like TCS, MTNL, Sify Communication, nCode Solutions, Wipro, Safescrypt, Taxmann etc. The time taken by CAs to issue a DSC may vary from three to seven days.  The fee for issuing DSC varies from party to party.  Usually it is Rs. 800 to Rs. 2000 for a DSC having one-year validity. The DSC is currently issued with a validity of one or two years.

6. Payment of Fee

Currently the fee is accepted by only two modes viz. Demand Drafts and Cash.  However, with the launch of the MCA21, both these modes have been discontinued.

Under the MCA21, the fee is to be paid only by three modes viz. Credit Card, Online Banking and the Bank Challan, which is to be deposited in designated Bank Branches. 

While uploading the E-form onto the MCA website, the filer has to choose the mode of fee payment.  If he chooses payment by Credit Card or Online Banking then he is directed to the payment gateway of the Banks, from where he can make the payment.  After successful transfer of the funds to the MCA, a receipt will appear on the screen, which can be printed as evidence of payment.  

If user chooses payment by challan then after the uploading of the form, a pre-filled challan appears on the screen, which is to be printed in triplicate and deposited with any designated bank branch.  MCA has tied up with 200 branches of SBI, PNB, Indian Bank, ICICI and HDFC Bank for this purpose.  In Delhi, there are total 22 such designated bank branches.  A list of such branches is given in ANNEXURE - A.

The transaction will be deemed as completed only after clearance of the payment by the bank.

This is to be noted that the Challan should be deposited with the bank branches within next five days, otherwise the filed from shall be cancelled automatically.

However, payments of Stamp Duly will be paper based as for now.  It is proposed that the payment of stamp duties will also be made online in phases through banks in near future. 15 states have already authorized the Central Government in this regard (as stamp duty is a State subject) and authorization from the remaining States is expected soon.

7. E-Forms

(i) After 28.02.2006 only the notified new e-forms shall have to be filed and that too electronically.

(ii) The E-forms may be filed online or offline after downloading. However, it is recommended that the forms be downloaded and saved onto the Computer and filled offline and then submitted on the portal.

(iii) The E-forms shall be filed by uploading them only through the portal MCA 21 and not by e-mailing them to MCA.

(iv) To file an E-form or avail any paid service, you will have to first register yourself on the MCA website.  For registration, provide your valid personal information and then choose a User ID and password or enter your digital certificate depending on the user category selected. Your User ID can be a minimum of 8 and a maximum of 11 characters. The password can be 8 to 10 characters long and may contain any character except space.  At the time of self-registration, you will be asked to enter a hint question and a hint answer that will be used in case you forget your password. At the end, for authentication, you will have to rewrite the randomly generated text in the text field.

(v) The electronic forms (if filed electronically i. e. online) shall be duly authenticated by the authorized signatories using their digital signatures as defined under the Information Technology Act, 2000.  As a special measure, upto 30.06.2006 E-forms shall be accepted without digital signatures.  For availing this, the persons need to carry a Soft Copy of the forms along with filled printed copy duly authenticated by authorized signatory by affixing his signature manually along with a declaration in specified Performa given in ANNEXURE - B.  MCA representative shall sign it on company’s behalf only upto 30.06.2006.

(vi) All the attachments/documents/papers as required currently, are required to be attached with the E-forms also.  However, for attaching the various documents with the E-forms, you have to scan the papers and convert the scanned images into PDF format using the software called PDF Converter and thereafter attaching these with E-forms.  The E-form shall not be accepted if the format of attachments is other than PDF.
(vii) Certification of e-forms

The following e-forms shall have to be digitally certified by practicing Chartered Accountants, Company Secretaries or Cost Accountants before submission to MCA (This pre-certification can be carried out by only those who are in whole-time practice):

Form Nos. 2, 3, 5, 8, 10, 17, 18, 23, 24AB and 32.

Form 1 of Companies (Declaration of Dividend out of Reserves) Rules, 1975

Form 1 of Investor Education and Protection Fund (Awareness and Protection of Investors) Rules, 2001.
However, the following e-forms shall be digitally certified only by Practising Company Secretaries:

Form Nos. 1, 19, 20, 20A, 25C and 61

(If E-forms are filed in physical mode, then certification is to be done manually)

(viii) Please read instructions attached with each form properly before filling it up.  Guidelines to fill and file the E-forms are given in ANNEXURE – C.
(ix) Some old forms have been merged or deleted, so please check the actual applicable certificate.  A complete list of all the new E-forms along with their comparison with old forms and fee comparison is given in ANNEXURE – D.

8. Equipments (hardware and software) required for E-filing under MCA21 
Your must have the following - 

1. Computer with Windows 2000 / Windows XP

2. Internet connection to access the MCA website

3. Internet Explorer 6.0 or later

4. Acrobat Reader version. 7.0.5 or later, to download and fill the e-form

5. Winzip 8.0 to unzip the downloaded E-forms 

6. Java Runtime Environment (JRE)

7. PDF Converter to convert scanned documents to PDF Formats.  (However if PDF converter is not available, documents can be converted online from MCA website)

8. Digital Signature for all the person who need to sign the E-form

9. Scanner for scanning paper attachments

10. Printer for printing E-Forms, Bank Challan or Service fee payment receipt

                 
Item nos. 3 to 6 can be downloaded freely from various websites including that of MCA. 

9. Physical Front Office (PFO) to provide services for MCA

In order to provide assistance in e-filing to the companies/persons, who do not have access to a computer system, an Internet connection and those who are not adept in using computerized applications, Facilitation Centres, also known as Physical Front Offices (PFOs) at 53 places throughout the country have been opened.  This would eliminate the requirement of personally visiting the ROC offices or other offices of MCA to complete a transaction.  Hence, the PFO will be a replacement to the existing ROC counters.  The PFO will also accept paper documents.  However, these will be converted into electronic documents by customer service agents manning PFO.  Also, the authorised person(s) will have to sign these documents digitally. Consequently the authorised signatories for a given document will need to appear in person at the PFO for the purpose of digitally signing the document.

	Address of PFO at Delhi
	FLAT NO.113-116

	 
	 
	1st Floor No. 21

	 
	 
	(PLOT NO 5 BLOCK NO134)

	 
	 
	NAURANG HOUSE

	 
	 
	KASTURBA GANDHI MARG

	 
	 
	NEW DELHI-110 001.


10. What are the steps for offline eFiling?

1. Select a category to download an eForm from the MyMCA portal (with or with out the instruction kit.

2. At any time, you can read the related instruction kit to familiarise yourself with the procedures(you can download the instruction kit with eform or view it under Help menu).

3. You have to fill the downloaded eForm.

4. You have to attach the necessary documents as attachments.

5. You can use the Prefill button in eForm to populate the greyed out portion by connecting to the Internet.

6. The applicant or a representative of the applicant needs to sign the document using a digital signature.

7. You need to click the Check Form button available in the eForm. System will check the mandatory fields, mandatory attachment(s) and digital signature(s).

8. You need to upload the eForm for pre-scrutiny. The pre-scrutiny service is available under the Services tab or under the eForms tab by clicking the Upload eForm button. The system will verify (pre-scrutinise) the documents. In case of any inadequacies, the user will be asked to rectify the mistakes before getting the document ready for execution (signature).

9. The system will calculate the fee, including late payment fees based on the due date of filing, if applicable.

10. Payments will have to be made through appropriate mechanisms - electronic (credit card, Internet banking) or traditional means (at the bank counter through challan).
(a) Electronic payments can be made at the Virtual Front Office (VFO) or at PFO
(b) If the user selects the traditional payment option, the system will generate 3 copies of pre-filled challan in the prescribed format. Traditional payments through cash, cheques can be done at the designated network of banks using the system generated challan. There will be five banks with estimated 200 branches authorised for accepting challan payments.

11. The payment will be exclusively confirmed for all online (Internet) payment transactions using payment gateways.

12. Acceptance or rejection of any transaction will be explicitly communicated to the applicant (including facility to print a receipt for successful transactions).

13. MCA21 will provide a unique transaction number, the Service Request Number (SRN) which can be used by the applicant for enquiring the status pertaining to that transaction.

14. Filing will be complete only when the necessary payments are made.

15. In case of a rejection, helpful remedial tips will be provided to the applicant.

16. The applicants will be provided an acknowledgement through e-mail or alternatively they can check the MCA portal.

                    
11. What are the steps for online eFiling?

1. When the business or the registered users access the MyMCA portal, they enter their username and authentication details - Password/ Digital Certificate.

2. The user will be shown a list of eForms category-wise under eForms tab.

3. At any time, the users can read the related instruction kit, available under Help menu, to familiarise themselves with the procedures.

4. The users can then fill the appropriate eForm for the service required. There is an option of pre-fill facility in the eForms, where the static details such as name and address of the company will be pre-filled by the system automatically on entering the Corporate Identity Number (CIN).

5. The users attach the necessary documents to the eForm.

6. The users may avail the pre-scrutiny service of the eForm. The documents will be verified (pre-scrutinised) by the system. In case of any inadequacies, for example, if a mandatory column in the eForm is not filled in, the user will be asked to rectify before the document is ready for execution (signature).

7. The applicant or a representative of the applicant will then submit the duly signed documents electronically.

8. The system will calculate the fee, including late payment fees, if applicable.

9. Payments will have to be made through appropriate mechanisms - electronic (credit card, Internet banking) or traditional means (at the bank counter).
(a) Electronic payments can be made at the Virtual Front Office (VFO).
(b) If the user selects the traditional payment option, the system will generate a pre-filled challan in the prescribed format. Traditional payments through cash, cheques can be done at the designated network of banks using the system generated challan. There will be five banks with estimated 200 branches authorised for accepting challan payments.

10. The payment will be exclusively confirmed for all online (Internet) payment transactions using payment gateways.

11. Acceptance or rejection of any transaction will be explicitly communicated to the applicant (including facility to print a receipt for successful transactions).

12. MCA21 will provide a unique transaction number, which can be used by the applicant for enquiring status pertaining to that transaction.

13. Filing will be complete only when the necessary payments are made.

14. In case of a rejection, helpful remedial tips will be provided to the applicant.

15. The applicants will be provided an acknowledgement through e-mail or alternatively they can check the MCA portal. 

General Instruction Kit for Form-filling in Physical mode

(Until electronic filing is made mandatory)

IMPORTANT INSTRUCTIONS 
With effect from 28th February, 2006 all filings have to be in E-forms whether the operations of ROC office has gone live or not.  However, Delhi ROC has already gone live w.e.f. 18.03.2006.

The e-filing is possible only with use of digital signatures.  Keeping in view that it may take some time for the authorized representatives/professionals to obtain digital signatures, the Ministry has decided to accept these new E-forms filled in physical manner and signed physically till 30th June, 2006 as a special measure.

However, the moment an ROC office goes live, the e-filing operations would commence and the form would be digitally signed by a representative of the Ministry (on behalf of Company) during the intervening period upto 30.06.2006.

If any ROC has gone live (like Delhi), the authorized representatives/professionals are required to bring a soft copy of the from for e-filing along with the filled form duly signed in physically (i.e. by hand) form and also a declaration in prescribed form, so as to facilitate an immediate filing.

If the E-form is to be filed physically, it is to filled in the following manner:

	Buttons/ Fields 
	Particulars 

	Fee details 
	1. Mention the authorised capital in Rupees on top of the first page of the form. 

2. Also mention the mode and particulars of fee payment, if the fee has already been paid before filing the form. 

3. Attach the documentary evidence of payment of fee, if applicable.

	Global location number (GLN) of the company 
	There is no significance of the “GLN” Field as it is optional at this stage. Please ignore this field. 

	Check Box 
	Tick one or more option, as applicable, wherever this box appears in the form. “√” 

	Radio Button 
	Tick only one option, as applicable, wherever this button appears in the form. “√” 

	Greyed out fields 
	Greyed out fields are required to be entered by the user, if applicable. 

	All the fields 
	If the space within the field is not sufficient to provide all the information, user can provide the additional details as an annexure (Mention the Annexure to be referred in the field) 

	Address of the registered office of the company 
	User is required to mention the full address in the greyed out space provided. Address should also include the city, state and pin code. Do not abbreviate and ensure that full and correct address is provided. 

	Service Request Number 
	There is no significance of this field at this stage it is applicable to e-filing. Ignore this field 

	Form 1A reference number or Name approval reference number 
	Enter the National Informatics Centre name approval number provided in the name approval letter 

	Pre Fill 
	There is no significance of the “Pre-Fill” button. Please ignore this button 

	Attach 
	Documents mentioned in the Attachments (which are applicable) are required to be enclosed with the form. 

Apart from the documents mentioned in the Form, the user can attach any other document. 

Refer the form specific instruction kit for any other attachments required with the form. 

	Remove attachment 
	There is no significance of the “Remove attachment” button. Please ignore this button. 

	Check Form 
	There is no significance of the “Check Form” button. Please ignore this button. 

	Modify 
	There is no significance of the “Modify” button. Please ignore this button. 

	Pre scrutiny 
	There is no significance of the “Pre scrutiny” button. Please ignore this button. 

	Submit 
	There is no significance of the “Submit” button. Please ignore this button. 

	Digital Signature 
	There is no significance of the “Digital Signature” button. Please ignore this button. 

The authorised signatory as mentioned in the form is required to manually sign the form. The signature can extend beyond the space provided in the box. 

	Certification 
	The person authorised to certify as mentioned in the form is required to manually certify the form and also provide the membership number of the institute of which the signatory is a member. The signature can extend beyond the space provided in the box. 


Appendix A. LIST OF BANKS IDENTIFIED

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

	  
	PUNJAB  NATIONAL BANK  (PNB)

No.  of  Branches:  14
	PNB, ECE House, N.D.  (Focal  Point) (Br.  D.No.1120)
	0302962

	  
	
	N‐46,  Connaught  Circus  (Br.  D.No.1846)
	0302431  

	  
	
	Lodhi  Road  (Br.  D.No.128)
	0300272  

	  
	
	Sansad  Marg  (Parl.St)  (Br.  D.No.153)
	0300489  

	  
	
	Naraina(Br.  D.No.627)
	0300276  

	  
	
	Tolstoy  House  (Br.  D.No.3097)
	0303385  

	  
	
	Nehru  Place  (Br.  D.No.1529)
	0301410  

	  
	
	Gurdwara  Rd.,  Karol  Bagh.  (Br.  D.No.120)
	0300264  

	  
	
	Rajendra  Place  (Br.  D.No.1522)
	0301261  

	  
	
	Okhla  Indl.  Estate,   Delhi  (Br.  D.No.  602)
	0300281  

	  
	
	Preet  Vihar  (Br.  D.No.1399)
	0302056  

	  
	
	74‐Janpath  (Br.  D.No.  131)
	0300266

	  
	
	Darya  Ganj(Br.  D.No.117)
	0300242  

	  
	
	Kamla  Nagar(Br.  D.No.154)
	0300245  

	  
	STATE  BANK  OF  INDIA  (SBI)  

No.  of  Branches:  04
	Main  Branch,  Parliament  Street  No.  0691  (Focal Point  Link)
	0000691  

	  
	
	I.P.  Estate, No.  1187
	0001187  

	  
	
	Nehru  Place  No.  4688
	0004688  

	  
	
	Nirman  Bhavan  No.  0583
	0000583  

	  
	HDFC

No.  of  Branches  :  03
	K.G.  Marg,  Connaught  Place,  N.D.(Focal  Point)
	0510005  

	  
	
	Avantika  Tower,  Local  Shopping  Centre  Saket.
	0510054  

	  
	
	Community  Centre  New  Friends  Colony
	0510096  

	  
	ICICI  :  01
	Connaught  Place,  1st  Flr  9‐A,  Phelps  Bldg.,  (Focal Point)
	6390009  


 2.  HARYANA  (06) 
	  
	PUNJAB  NATIONAL  BANK
	NIT Faridabad (Br.  D.No.167)
	0300465  

	  
	
	Gurgaon DLF Phase I (Br D.No.  0188)
	0300463  


ANNEXURE - B
Proforma of declaration to be attached with physical paper filing upto 30.06.2006

Dated: 

The Registrar of Companies, 

Dear Sir, 

Subject:- Submission of form / documents

The company wishes to file documents (please specify …………..) in compliance of statutory provisions of the Companies Act, 1956. The company is aware that the Ministry of Company Affairs has implemented an e-Governance project for electronic filing of documents and consequently all documents have to be filed electronically. However, the company’s authorised representative has not been able to procure Digital Signature Certificate (DSC) required for the purpose and, therefore, is constrained to do the filing in physical mode. The company requests that the same maybe accepted and the e-filing thereof may be facilitated by the staff of the ROC/ Facilitation Centre.

The company understands clearly that the physically filled up form is to be attached to the e-form electronically filed. The company also acknowledges and confirms that it is entirely responsible for the correctness and completeness of all the contents filled in the form under the signatures of its authorised representatives, submitted in physical mode, which will appear in the database in the form of an attachment to the e-form filed electronically. Since the contents in the e-form have been filled-in at the Facilitation Centre in the presence and under guidance of the company representative purely as an additional facility, the company is responsible for the contents filled-in the e-form filed electronically.

The e-form has been signed digitally by an ROC official of the Ministry/ person authorised at the PFO (Operator staff) only to facilitate e-filing and do not in any way amount to certification of the correctness or completeness of the document. For the purposes of correctness of all entries and completeness of the form, please refer to the attachment with the e-file which has been submitted by the authorised representative of the company under manual signatures and which has been scanned and made an attachment to this e-form. 

Thanking You. 

Yours Faithfully,
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Appendix D. LIST OF NEW E-FORMS

Note: Changed / modified /merged / deleted forms have been highlighted
	S.  No.  
	Existing  Form  No.  
	eForm  No.  
	Details  
	Category

	1
	Form  1
	Form  1
	Application  and  declaration  for  incorporation  of  a  company
	Company  Registration

	2  
	Form  1A  
	Form  1A  
	Application  form  for  availability  or  change  of  name  
	Company  Registration/  Change  services  

	3  
	Form  1AA,  1AC  
	Form  1AA  
	Particulars  of  person(s)  or  director(s)  or charged or specified  for the purpose of clause  (f)  or  (g)  of  section  5
	Informational  services  

	4  
	Form  1AD  
	Form  1AD  
	Application for confirmation by  Regional Director  for  change of registered office of the company within the state  from  the jurisdiction of  one Registrar  to  the  jurisdiction of  another Registrar
	Approval  services‐Regional  Director  

	5  
	Form  1B  (For  Conversion  of  public  company  to  private  company)  
	Form  1B  
	Application  for  approval  of  the  Central  Government  for  change  of  name  or  conversion  of  a  public  company  into  a  private  company  
	Approval  services‐Registrar  of  companies/  Change  services  

	6  
	Form  2  
	Form  2  
	Return  of  allotment  
	Compliance  related  filing  

	7  
	Form  3  
	Form  3  
	Particulars  of  contract  relating  to  shares  allotted  as  fully  or  partly  paid‐up  otherwise  than  in  cash  
	Compliance  related  filing  

	8  
	Form  4
	Form  4  
	Statement  of  amount  or  rate  percent  of  the  commission  payable  in  respect  of  shares  or  debentures  and  the  number  of  shares  or  debentures  for  which  persons  have  agreed  for  a  commission  to  subscribe  for  absolutely  or  conditionally
	Compliance  related  filing

	 9  
	Form  4C  
	Form  4C  
	Return  in  respect  of  buy  back  of  securities  
	Compliance  related  filing  

	10  
	Form  5  
	Form  5  
	Notice  of  consolidation,  division,  etc.  or  increase  in  share  capital  or  increase  in  number  of  members  
	Change  services  

	11  
	Form  8,  13,  55,  56,  59  
	Form  8  
	Particulars  for  creation  or  modification  of  charges  (other  than  those  related  to  debentures)  
	Charge  management  

	12  
	Form  10,  13,  57,  59  
	Form  10  
	Particulars  for  registration  of  charges  for  debentures  
	Charge  management  

	13  
	Form  15,  16,  13  
	Form  15  
	Appointment  or  cessation  of  receiver  or  manager  
	Charge  management  

	14  
	Form  17,  13,  60  
	Form  17  
	Particulars  for  satisfaction  of  charges  
	Charge  management  

	15  
	Form  18  
	Form  18  
	Notice  of  situation  or  change  of  situation  of  registered  office  
	Company  Registration/  Change  services  

	16  
	Form  19  
	Form  19  
	Declaration  of  compliance  with  the  provisions  of  section  149(1)(a),  (b)  and  (c)  of  the  Companies  Act,  1956  
	Company  Registration  

	17  
	Form  20  
	Form  20  
	Declaration  of  compliance  with  the  provisions  of  section  149(2)(b)  of  the  Companies  Act,1956  
	Company  Registration  

	18  
	Form  20A  
	Form  20A  
	Declaration  of  compliance  with  the  provisions  of  section  149(2A)  or  of  section  149(2B)  
	Company  Registration  

	19  
	None  
	Form  20B  [Refer  Section  159  of  the  Companies  Act,  1956]  
	Form  for  filing  annual  return  of  a  company  having  a  share  capital  
	Compliance  related  filing  

	20  
	Form  21  
	Form  21  
	Notice  of  the  court  or  the  company  law  board  order  
	Informational  services   

	21  
	Form  21A  
	Form  21A  
	Particulars  of  annual  return  for  the  company  not  having  share  capital  
	Compliance  related  filing  

	22  
	Form  22  
	Form  22  
	Statutory  Report  
	Compliance  related  filing   

	23  
	None  
	Form  22B  
	Form  of  return  to  be  filed  with  the  Registrar  
	Informational  services  

	24  
	Form  23  
	Form  23  
	Registration  of  resolution(s)  and  agreement(s)  
	Informational  services  

	25  
	Form  23AA  
	Form  23AA  
	Notice  of  address  at  which  books  of  account  are  maintained
	Informational  services  

	26  
	None  
	Form  23AAA  
	Application  to  Central  Government  for  modification  in  the  matters  to  be  stated  in  the  companyʹs  balance  sheet  or  profit  and  loss  account  
	Approval  services‐Head  Quarters  

	27  
	None  
	Form  23AAB  
	Application  for  exemption  from  attaching  the  annual  accounts  of  the  subsidiary  companies
	Approval  services‐Head Quarters

	28  
	None  
	Form  23AAC  
	Application  to  Central  Government  for  not  providing  depreciation  
	Approval  services‐Head  Quarters  

	29  
	None  
	Form  23AC  
	Form  for  filing  balance  sheet,  profit  and  loss  account  and  other  documents  with  the  Registrar  
	Compliance  related  filing  

	30  
	Form  23B  
	Form  23B  
	Information  by  auditor  to  Registrar  
	Compliance  related  filing  

	31  
	Form  23C  
	Form  23C  
	Form  of  application  to  the  Central  Government  for  appointment  of  cost  auditor  
	Approval  services‐Head  Quarters  

	32  
	Form  24  
	Form  24  
	Form  of  application  to  the  Central  Government  for  increase  in  the  number  of  directors  of  the  company  
	Provisions  relating  to  managerial  personnel  

	33  
	Form  24A  
	Form  24A  
	Form  for  filing  application  to  Central  Government  (Regional  Director)  
	Approval  services‐ Regional  Director  


	34  
	None  
	Form  24AB  
	Form  for  filing  application  for  giving  loan,  providing  security  or  guarantee  in  connection  with  a  loan
	Approval  services‐Head  Quarters  

	35  
	Form  24B  
	Form  24B  
	Form  of  application  to  the  Central  Government  for  obtaining  prior  consent  for  holding  of  any  office  or  place  of  profit  in  the  cmpany  by  certain  persons  
	Approval  services‐Head  Quarters  

	36  
	Form  25A,  26
	Form  25A  
	Form  of  application  to  the  Central  Government  for  approval  of  appointment  and  remuneration  or  increase  in  remuneration  or  waive  for  excess  or  over  payment  to  managing  or  whole‐time  director(s)  or  manager  
	Provisions  relating  to  managerial  personnel  

	37  
	Form  25B  
	Form  25B  
	Form  of  application  to  the  Central  Government  for  approval  to  amendment  of  provisions  relating  to  managing,  whole‐time  or  non‐rotational  directors  
	Provisions  relating  to  managerial  personnel  

	38  
	Form  25C  
	Form  25C  
	Return  of  appointment  of  managing  director  or  whole‐time  director  or  manager  
	Compliance  related  filing  

	39  
	Form  32,  29  
	Form  32  
	Particulars  of  appointment  of  managing  director,  directors,  manager  and  secretary  and  the  changes  among  them  or  consent  of  candidate  to  act  as  a  managing  director  or  director  or  manager  r  secretary  of  a  company  and/  or  undertaking  to  take  and  pay  for  qualification  shares  
	Company  Registration/  Change  services  

	40  
	None   
	Form  32  Addendum  
	Particulars  of  appointment  of  managing  director,  directors,  manager  and  secretary  and  the  changes  among  them  or  consent  of  candidate  to  act  as  a  managing  director  or  director  or  manager  o  secretary  of  a  company  and/  or  undertaking  to  take  and  pay  for  qualification  shares‐ addendum  to  Form  32.
	Company  Registration/ Change  services   

	41  
	Form  35A  
	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  sares  in  the  transferor  company  to  the  transferee  
	Informational  services  

	42  
	Form  36  
	Form  36  
	Receiverʹs  or  managerʹs  abstract  of  receipt  and  payments  
	Charge  Management  

	43  
	Form  37,  38  
	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  
	Company  Registration  

	44  
	Form  39,  40,  41,  42  
	Form  39  
	Registration  of  an  existing  company  as  a  limited  company  
	Company  Registration  

	45  
	Form  44  
	Form  44  
	Documents  delivered  for  registration  by  a  foreign  company  
	Company  Registration  

	46  
	Form  49  
	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  
	Change  services  

	47  
	Form  52  
	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  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
	Change  services   

	48
	None  
	Form  61  
	Form  for  filing  an  application  with  Registrar  of  Companies  
	Approval  services‐ Registrar  of  companies  

	49  
	Form  4A, Return of Deposits, Liquidation forms (Voluntary), Compliance Certificate form
	Form  62  
	Form  for  submission  of  documents  with  the  Registrar  
	Compliance  related  filing  

	50  
	None  
	Form  63  
	Form  for  filing  application  for  declaration  as  nidhi  company  
	Approval  services‐Head  Quarters  

	51
	None  
	Form  64  
	Form  for  filing  application  for  opening  branch(s)  by  a  nidhi  company  
	Approval  services‐Regional  Director

	52  
	Application  as  prescribed  under  Companies  (Application  for  Extension  of  Time  or  Exemption  under  Sub‐section  (8)  of  Section  58A)  Rules,  1979.  For  other  application  None  
	Form  65  
	Form  for  filing  application  or  documents  with  Central  Government  
	Approval  services‐Head  Quarters   


	53  
	Form  II  [Pursuant  to  Rule  2  of  the  Companies  (Appointment  of  Sole  Agents)  Rules  
	Form  II  [Pursuant  to  Rule  2  of  the  Companies  (Appointment  of  Sole  Agents)  Rules,  1975]  
	Form  of  application  for  approval  of  the  Central  Government  for  the  appointment  of  sole  buying  agent  by  a  company  
	Approval  services‐Head  Quarters  

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

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

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

	57  
	Part  II  ‐ Form   [Pursuant  to  section  159  of  the  Companies  Act,  1956  and  rule  3  of  Application  of  section  159  to  Foreign  Companies  Rules,  1975]  
	Form   [Pursuant  to  the  Companies  (Declaration  of  Dividend  out  of  Reserves)  Rules,  1975]  
	Form  of  application  for  approval  for  declaration  of  dividend  out  of  reserves  
	Approval  services‐Head  Quarters   

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

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

	60  
	Cost  Audit  Report  
	Form  [Pursuant  to  section  233B(4),  600(3)(b)  of  the  Companies  Act,  1956  and  rule  2(c)  and  rule  4  of  the  Cost  Audit  (Report)  Rules,  2001]  
	Form  for  filing  cost  audit  report  and  other  documents  with  the  Central  Government  
	Compliance  related  filing  

	61  
	None  
	Investor  Complaint  Form  
	Investor  Complaint  Form  
	Investor  services


PAGE  
purna623@gmail.com
Page 44

