











COMPANY INCORPORATION PROCESS:
Minimum  : 2 Directors
Min.Share capital : 100,000
Step: 1
Apply for DSC :
I. Id proof: Pan card (If Pan Card is Not available, apply Pan in Form 49A)
II. Address Proof : Aadhar card,driving licence or any other proof
III. Photos: 2 
IV. Gazetted signature
V. Mobile No. and Email ID is mandatory (For Verification Purpose)
Note: Prooofs  to be self-attested.
Step: 2
Apply for Director Identification Number(DIN)
I. Id proof & address proof
II. Photo
III. Verification form Dir-4 
IV. File form DIR-3 with ROC

After Filing Form DIR-3 ,Din No. will be allotted.
Step: 3 
 Company Name application with ROC
I. Check for the availability of Name 
II. Minimum 3 names to be taken from client
III. Obtain the objective of the company from the client.
IV. If any proof is available w.r.t name can be submitted to Roc as attachment(optional)
V. File form INC-1 to Roc and after getting approval from ROC, Proceed further.







Step: 4
Incorporation of Company 
i. Inc-7 : For submitting MOA & AOA 
ii. Drafting of MOA & AOA keeping in mind the provisions of section 4 of The Companies Act, 2013.
iii. Objects should not be contrary to those as per Form No. INC-1
iv. Primary Objectives of the company to be taken from client(Mandatory 3 objectives)
v. Shareholders details (No. of shares and Value)
vi. Attachments to INC-7
a) Proof of Id and Address 
b) Moa & Aoa with Subscribers statements
c) Inc-9  Affidavit for verification from Subscribers ( Franking and Notary)
d) Inc-10  Subsribers Signature Verification              (Photo Attestation And Notary)
e) Inc-8  Declaration from CA
f) File form Inc-7 to ROC

Note : 1. Don’t overwrite
           2. Full details of the promoters/Directors to be written in subscribers statements in their own hand writing. 
           3. Signature of the witness (CA) to be taken on the subscriber’s statements,Inc-10 etc (Whereever Necessary)         
Step: 5    
  Director appointment form
Dir-12 attachments
a) Consent to act as director in Dir-2 
b) Inc-9 Affidavit 
c) File Dir-12 to Roc
Step: 6     
Company Registration office address
I. Inc-22 attachments(Incase taken on rent)
a) Rental agreement 
b) No objection certificate
c) Electricity bill (Not Older Than 3 Months)
II. File Inc-22 form with ROC
III. Mention the nearby Police station Address

Note: 1.Pay the stamp duties for MOA ,AOA & Inc-9 (Min.Stamp duty payable =1520)
           2. Size of Each Electronic Form Should not exceed  2.5MB.

 Step :7
 After Getting Approval from ROC, Certificate of incorporation will be sent Via Mail or can be downloaded from Roc website by logging in to registered user account.

Post Incorporation Process :
A company does its business through its Directors. The directors are also called the ears, eyes and hands of the company. 
The directors of a company are in fiduciary position. On the one hand they run the company as its owner (Policy maker) and on the other hand they are merely a servant of the company and take remuneration.
 They are entitled to do any work on behalf of the company, what a company can do in ordinary course of business. 
Any action done by the directors in the ordinary course of business are treated as done by the Company. But wrong done by the Directors (criminal action) are the responsibility of the Directors and not the responsibility of the Company. 

1. Maintain copy of Incorporation Documents:	

The company shall maintain and preserve at its registered office copies of all documents and information as originally filed on incorporation till the dissolution of the Company.

2. Appointment of First Auditor of Company:

As per Section- 139(6) – The First auditor of company shall be appointed by the Board of Directors within 30 (thirty) days from the date of registration of the company.

3. Issue Share Certificate to Subscribers of Memorandum:
As per Section- 56(4)(a) – Every company shall issue Share Certificate within a period of 2 (two) month from the date of incorporation


4. Adopt Letter Head of Company:
As per Section- 3(c) – on letter head of Company following things should be mentioned:
Name of Company.
The address of Registered Office of Company.
Corporate Identification Number,Telephone No.,Fax No., if any
E-email ID, if any.

5. Adoption of Common Seal of Company:

6. Open Current Account of Company:

Company should open Bank account of Company before issue of shares. Because as per Section-11 director require to give declaration that company have received amount of shares from the subscribers.

7. Adopt rubber stamps:
Prepare two rubber stamps.One round stamp in the name of company.Second one in the name of Director.

8. Obtain Permanent Account Number (PAN) of Company:

As per Form No. 49A of Income Tax Act.

9. Obtain TAN No.

10. If Company in Service Industry- Apply for Service Tax Number.

11. If company is engage in transaction of Sale and Purchase- apply for Sales Tax Registration No. 
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