CS SHIVAM SINGHAL 					E-mail id ‐ csshivamsinghal17@gmail.com
ACS, B.COM 	                                                                                    Contact ‐ 9359135062, 8750993347

SECRETARIAL STANDARD-2
APPLICABILITY & EFFECTIVENESS- Applicable on Every Company (except OPC) at the time of conduct any type of General Meeting/ Meeting of Debenture-holders/ Meeting of Creditors & effective from 01st July, 2015.
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Authority to Convening a Meeting
 (
AGM
) (
EGM
)


AGM-
1. The Board shall every year, convene a meeting of its members called the AGM.
2. If the board fails to convene its AGM in any year, any member of the Company may approach the NCLT, which may then direct the calling of the AGM.
EGM-
1. The Board may, whenever it deems fit, call an EGM.
2. The Board shall on the requisition of members, call an EGM within 45 days from the date of receipt of such requisition.
3. If Board fails to call EGM on such requisition, then the requisitionists may themselves call & hold the EGM within 3 months from the date of requisition.
 (
In case, Company 
not 
having Share Capital
:-
10% or more of total voting power of the Company.
) (
In case, Company having Share Capital
:-
10% or more of the paid-up share capital carrying voting rights.
)Requisition



	


NOTE-
· Explanatory Statement under Section 102 need not be annexed to the Notice of EGM convened by the requisitionists itself.
· Such requisition shall not related to any item of business which is required to be transacted mandatorily through postal ballot.
NOTICE OF MEETING
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Notice shall be given to-
Every Member- whether equity shareholders or preference shareholder (both shareholders names written in Form MGT-1 as per section 88 of Companies Act, 2013. So, both consider as members of the Company)
Directors- directors of the Company at the date of issue of notice.
Auditors- Auditors of the Company.
Secretarial Auditor/ Debenture trustee- if any.
Other Specified Persons- Court may direct issuance of Notice to some other persons such as Courtappointed Chairman or observers or persons whose entitlement is under challenge.
Notice shall be sent by-
1. Hand, or
2. Ordinary post (Not in case of E-voting or postal ballot), or
3. Speed Post, or
4. Registered Post, or
5. Courier, or
6. Facsimile, or
7. E-mail, or
8. Any other electronic mode.

                                             [image: ]
Proof of the delivery of notice shall be maintained by the Company for 8 Financial Years (destroy after 8 Financial Years with the approval of the board).
	
	Members
	Body Corporate

	Single holder
	Address registered with the Company or depository.
	At the registered office of body corporate.

	Joint holder
	Whose name appears as per records of the Company or depository.
	Whose name appears as per records of the Company or depository.

	If Single holder dies
	To the nominee of the single holder. In the absence of nominee, then notice shall be sent to the legal representative of the deceased member.
	                       -

	If Any one Joint holder dies
	To the surviving first joint holder.
	                       -

	If All joint holder dies
	To the nominee of the Joint holders. In the absence of nominee, then notice shall be sent to the legal representative of the deceased members.
	                       -

	Insolvency/ wound up of member
	To the assignee of the insolvent member.
	To the liquidator of the Company.



In case of the directors, To the Postal Address or E-mail Address registered by the director with the Company or if not registered, on such address appearing in the DIN of the Director.
In case of Auditors/ Secretarial Auditors/ others, the notice shall be sent at the Postal Address or E-mail Address provided by them to the Company.
NOTE- Proof of delivery are as follows-
1. In case of Hand delivery- receiving from member on duplicate copy.
2. In case of Post/ Courier- Acknowledgement received from Post/ Courier service provider.
3. In case of E-mail/ E-mode- record in sent item. 
NOTE- If Company having a website, the notice shall be hosted on the website.
CONTENTS OF NOTICE-
Notice shall contain-
1. Day;
2. Date;
3. Time;
4. Full address of the venue of the meeting;
5. Business to be transacted at the meeting.
Important proviso relating to ‘DAY’-
A General Meeting/ Adjourned General Meeting shall convene on any day whether it is a Sunday but not on National Holiday.
‘National Holiday’ includes Republic Day (26th January), Independence Day (15th August), Gandhi Jayanti (2nd October) and such other day as may be declared as National Holiday by Central Government.
But But But a general meeting called by the requisitionists shall be convened only on working day. 
Important proviso relating to ‘DATE’-
Date will be set out in a such manner that difference between Notice & Meeting at least 21 clear days (Day of sending the Notice and the day of meeting shall not be counted). And if Company sends the Notice by Post or courier, an additional 2 days shall be added in aforesaid 21 clear days.  
But But But a notice may be given at a shorter period of time, if consent in writing is given by members (having at least 95% voting power at such meeting).
Important proviso relating to ‘TIME’-
A General Meeting shall be called only during business hours i.e between 9:00 A.M and 6:00 P.M.
Important proviso relating to ‘FULL ADDRESS OF THE VENUE’ -
A Notice shall contain complete address of the venue of the meeting with route map + prominent land mark for easy location.
Route Map??   	- 	may be Snapshot of Google Map or a Design.
Prominent land mark??	-	Near ABC bank/ Apposite ABC bank etc.
AGM shall be held either at the registered office of the Company or at some other place within the city, town or village in which the registered office of the Company is situated & EGM may be held at any place within India.
But But But a meeting called by requisitionists shall be held either at the registered office of the Company or at some other place within the city, town or village in which the registered office of the Company is situated.
Important proviso relating to ‘BUSINESS TO BE TRANSACTED’ -
In case of AGM, all business shall be deemed to be Special business other than DADA business & In case of EGM, all business shall be deemed to be special business.
	D
	Dividend
	Declaration of dividend.

	A
	Audited Financial Statement
	Consideration of Financial Statements & report of BOD and auditors.

	D
	Director
	Appointment of directors in place of those retiring.

	A
	Auditor
	Appointment & Fixing of remuneration of the Auditors.



In case of Special business, Notice shall contain each item of business in the form of resolution and accompanied by an explanatory statement (also disclosed nature of interest, if any, of any director, KMP or relative of such persons in such business) which shall set out all such facts which enable a member to understand the meaning, scope and implications of the item of business and take a decision thereon.
NOTE- where any item of special business to be transacted at a meeting of the Company relates to or affects any other Company, the extent of shareholding interest in that other Company of every promoter, director, manager, if any, and of every other KMP of the first mentioned Company shall, if the extent of such shareholding is not less than 2% of the paid-up share capital of that Company also be stated in explanatory statement.
In case of Ordinary business, resolutions are not required to be stated in the notice except where the Auditors or Directors to be appointed other than retiring Auditors or Directors, as the case may be & explanatory statement are not required in any case.
But But But Any other business not set out in the Notice or not specifically permitted under the Act is not permitted to be transacted at the General Meeting.
OTHER ASPECTS RELATING TO NOTICE-
· Notice shall be accompanied, by an attendance slip and a proxy form (mainly in Form No. MGT-11 as per section 105 of the Companies Act, 2013) with clear instructions for filling, stamping, signing and depositing the proxy form to the Company.
· A meeting convened upon due notice shall not be postponed or cancelled. However reasons beyond the control of BOD, a meeting may be reconvene after giving a at least 3 days intimation to the members.
NOTE- ‘Intimation’ shall be either sent individually or published in a vernacular newspaper of the district in which the registered office of the Company is situated and in an English newspaper (both having wide circulation in that district).
FREQUENCY OF MEETING
Every Company shall in each calendar year, hold a general meeting called the AGM & when need to resolve special business, hold a general meeting called the EGM.
Important aspects relating to ‘AGM’-
Section 96 read with Section 2(41) of the Companies Act, 2013
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	Aspects
	1st AGM
	Consecutive AGM

	Closing of Financial Year
	Within 9 months from the date of closing of the 1st Financial Year.
	Within 6 months from the date of closing of the Financial Year.

	Gap
	-
	Not more than 15 months between two consecutive AGM.

	Extension
	Not allowed
	The ROC may for any special reason, extend the time of AGM by a period not exceeding 3 months.

	Exemption
	Not necessary for the Company to hold any AGM in the year of its incorporation.
	-



NOTE- As per section 2(41) of the Companies Act, 2013, “Financial Year” in relation to any Company, means the period ending on the 31st March every year, and where it has been incorporated on or after 1st day of January of a year, the period ending on the 31st day of March of the following year.


Examples for analysis the aforesaid aspects of AGM-
ABC Ltd. Was incorporated on 01st January, 2015, so what will be first Due date of AGM relating to such Company?
Due date of first AGM will be 31st day of December, 2016 because Company first financial year is 01/01/2015 to 31/03/2016 [as per Section 2(41)].
ABC Ltd. Was incorporated on 31st December, 2014, so what will be first Due date of AGM relating to such Company?
Due date of first AGM will be 31st day of December, 2015 because Company first financial year is 31/12/2014 to 31/03/2015 [as per Section 2(41)].
QUORUM OF MEETING
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Unless the AOA of the Company provide for a larger number, the quorum for a general meeting shall be-
	No. of Members
	In Private Company (except OPC)
	In Public Company

	Upto 200
	2
	5

	201 to 1,000
	N.A
	5

	1,001 to 5,000
	N.A
	15

	5,001 or more
	N.A
	30



Other aspects relating to ‘QUORUM’-	
· Quorum shall be present throughout the meeting.
· Where the Quorum provided in the AOA of the Company is higher than that provided, the quorum shall conform to such higher requirement.
· Members need to be personally present at a meeting to constitute the quorum.
· Proxies shall be excluded for determining the quorum.
· A duly authorised representative of a body corporate (under section 113 of Companies Act, 2013) or the representative of the President of India or the governor of a state (under section 112 of the Companies Act, 2013) is deemed to be a member personally present and enjoy all the rights of a member present in person.
· One person can be an authorised representative of more than one body corporate. In such a case, he is treated as more than 1 member present in person for the purpose of quorum. However, to constitute a meeting, at least 2 individuals shall be present in person.
· A member who is not entitled to vote on any particular item of business being a related party (under section 188 of the Companies Act, 2013), if present, shall be counted for the purpose of quorum. [in case of private Company, interested member can vote under section 188 of the Companies Act, 2013 after exemption notification on 5th June, 2015].
An example for analysis the aforesaid aspects of QUORUM-
ABC Ltd. (a public company) having 800 members convened a general meeting, however only two members were personally present at the meeting, one of whom is authorised representative of 5 bodies corporate. Is this valid quorum for meeting? 
Yes. If two or more corporate bodies who are members of a company are represented by a single individual, each of the bodies corporate will be treated as personally present through that individual representing it. An authorised representative of five bodies corporate cannot form a Quorum by himself but can do so if at least one more member is personally present.
PRESENCE OF DIRECTORS & AUDITORS
                                           [image: Image result for young professionals]
Directors
· The Chairman or any other member authorised by the Chairman of the Audit Committee, nomination and remuneration Committee & the Stakeholders relationship Committee shall attend the general meeting.
· The CS shall be seated with the Chairman of the meeting & assist the Chairman in conducting the meeting.
· If any director is unable to attend the meeting, the Chairman shall explain such absence at the meeting.
Statutory Auditor
· The Statutory Auditors either themselves or through their authorised representative attend the general meeting of the Company and shall have the right to be heard at such meeting on that part of the business which concerns them.
· The Authorised representative who attend the general meeting of the Company shall also be qualified to be a Statutory Auditor.
Secretarial Auditor
· The Secretarial Auditors either themselves or through their authorised representative attend the general meeting of the Company and shall have the right to be heard at such meeting on that part of the business which concerns them.
· The Authorised representative who attend the general meeting of the Company shall also be qualified to be a Secretarial Auditor.
CHAIRMAN OF THE MEETING- 
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· The Chairman of the Board shall be the chairman of the meeting.
· If the Chairman is not present within 15 minutes, after starting the meeting or if he is unwilling to act as chairman of the meeting, the directors present at the meeting shall elect one of themselves to be the chairman of the meeting.
· If directors also not present within 15 minutes, after starting the meeting or if directors are unwilling to take the chair, the members present at the meeting shall elect one of themselves to be the chairman of the meeting unless otherwise provided in the AOA of the Company.
Work of Chairman
The Chairman shall explain the objective and implications of the resolutions before they are put to vote at the meeting.
In case of Public Company, the Chairman shall not propose any resolution in which he is deemed to be interested.
A Chairman have casting vote in case of tie in voting.
PROXIES
A member/ authorised representative of the body corporate or President of India or Governor of state (except Section 8 Company) entitled to attend and vote is entitled to appoint a Proxy (A Proxy need not be a member of the Company). 
Crux- A preference shareholder is not entitled to appoint proxy because he is not entitled to vote in meeting subject to Section 47 of the Companies Act, 2013.
A Person can act as Proxy on behalf of members
 (
Not exceeding 50.
) (
And holding in the aggregate not more than 10% of the total share capital of the Company carrying voting rights.
)
 

A member holding more than 10% of the total share capital of the Company carrying voting rights may appoint a single person as proxy but such person not act as proxy for others.

Form for Proxy

Either specified in AOA of the Company or in Form No. MGT-11(under Section 105 of the Companies Act, 2013) & duly filled, stamped and signed.

NOTE-
· Undated or incomplete proxy form shall not be valid.
· If a Company receives multiple proxy forms for the single member, the proxy which is dated last shall be considered valid.
· Proxy form shall be deposited with Company at least 48 hours before the commencement of the meeting.
· All Proxy form received by the Company shall be recorded chronologically in a register keep for that purpose.
· When both the member and proxy attend the meeting, the proxy stands automatically revoked.
Inspection of Proxies
1. Requisitions, if any for inspections of proxies shall be received in writing from a member entitled to vote on any resolution at least 3 days before the commencement of the meeting.
2. Inspection of proxies shall be available during the period beginning 24 hours before the time fixed for commencement of the meeting and conclusion of the meeting between 9:00 A.M to 6:00 P.M.
VOTING
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Proposing a resolution
Every resolution shall be proposed by a member and seconded by another member.
Types of voting
1) Show of hand (Section 107)
2) E-Voting (Section 108)
3) Pole (Section 109)
4) Postal Ballot (Section 110)
Selection of voting mode
· Companies specified under rule 20 of Companies (Management & Administrative) rules, 2014 (E-voting)
· Companies transacted business specified under rule 22 of Companies (Management & Administrative) rules, 2014 (Postal Ballot)
· Demand for poll by members of the Company specified in Section 109 (Voting by Poll)
· Otherwise (Show of hand)
SHOW OF HAND (SECTION 107)
                                           [image: ]
· When a Company is not required to voting through E-mode nor any members specified in Section 109 demand for voting through poll and company not transacted any business specified for voting through Postal Ballot, then the Company can conduct the voting through Show of Hand.
· This is a very simple mode for voting, if want to pass the resolution just raise the hands and if not then not raise the hands.
· Shareholders having large percentage of shareholding may dissatisfy from this mode because their vote also count as one vote like a small shareholder (For Ex- Mr. A have 900 shares out of 1000 shares in ABC LTD. And Mr. B have 50 shares then through this mode both shareholders count as one vote, which is not impressive for Mr. A)
· Declaration by the Chairman of the meeting of the passing of resolution by show of hand and an entry in the minutes books containing the minutes of the meeting of the company shall be conclusive evidence of the fact of passing of the resolution.
E-VOTING & ITS PROCEDURE (SECTION 108)
 (
Company having 1,000 Members or more.
) (
Every Listed Company except Small & Medium Enterprises
)Applicability of E-Voting

        (or)

  [image: ]
NOTE-
· Small & Medium enterprises means whose post issue face value capital up to Rs. 25 crore.
· E-Voting is not applicable on Private Company Because Private Company have maximum 200 members as per Section 2(68).
· CRUX- E-Voting is applicable only on public company having 1000 members or more & Public Listed Company which is not SME and required to said company pass any resolution in General Meeting.

 (
Used at the venue of General Meeting.
) (
Used other than venue of General Meeting i.e. any where but required internet.
) (
Electronic Voting System
) (
Remote E-Voting
)MODE OF E-VOTING






	
Agencies who provide Remote E-Voting Facility
· NSDL- National Securities Depository Limited.
· CDSL- Central Depository Services (India) Limited.
· KCPL- Karvy Computershare Private Limited.
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NOTE- Remote E-Voting open for atleast 3 days and shall close at 5:00 PM on the date Preceding the date of General Meeting.
Procedure of overall E-Voting
1. Notice of the meeting shall indicate the process and manner of E-Voting, details about Login ID & Indicate the time schedule of Remote E-Voting.
2. Immediately after dispatch the notice of General Meeting, advertise a public notice in newspapers (once in vernacular & once in English newspaper where the registered office of the company is situated).
3. Notice shall also be placed on the website of company (if any) and website of the agency.
4. The facility of Remote E-Voting shall remain open for atleast 3 days & shall close at 5:00 PM on the date preceding the date of General Meeting.
5. At the end of Remote E-Voting, the system shall forthwith blocked.
6. The B.O.D shall appoint one or more Scrutinizer, who may be CS/ CA/ CMA/ Advocate in Practice or any other person who is not in employment of the Company.
7. At the time of General Meeting, the chairman with the assistance of Scrutinizer, using polling papers or electronic voting system allow voting to all those members who are present at the General Meeting but have not cast their votes by Remote E-Voting Facility.
8. The Scrutinizer shall immediately after the conclusion of voting at General Meeting, Unblock the Remote E-Voting system in the presence of atleast 2 witnesses not in the employment of Company.
9. Make within 3 days of conclusion of the meeting, a Consolidate Scrutinizer report of the total vote cast to the chairman.
10. The Scrutinizer shall maintain a register either manually or electronically containing particulars of E-Voting like name, Address, folio no. of members & vote cast through overall E-Voting.
11. The Register and all other papers relating to E-Voting shall in the safe custody of Scrutinizer until the Chairman signs the minutes of that General Meeting, Thereafter the Scrutinizer shall handover the register & other papers to the Company.
12. The Result of E-Voting along with Scrutinizer Report shall be placed on the website of the Company (if any) and on the website of agency.
NOTE- Only those members who are the members of the Company on the Cut-off date cast their vote through E-Voting.
‘Cut-off date’ means any date before 7 days of the date of General Meeting specified in Notice of General Meeting.
VOTING BY POLL & ITS PROCEDURE (SECTION 109)
 (
Taken by chairman of meeting on his own motion.
)Applicability of Poll
 (
Demand by member or proxy present and having atleast one-tenth of total voting power or holding shared an aggregate sum of Rs. 5 Lakh or more as paid-up.
)
        (or)

    


This Demand may be withdrawn at any time by the persons who made the demand
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NOTE- 
· Poll for the purpose of Adjournment of meeting or appointment of chairman of the meeting shall be taken forthwith.
· In other matters, Poll shall be taken within 48 Hours from the demand was made.
Procedure of Voting by Poll
1. The Scrutinizer take safely Register of Members, Specimen Signature of Members, Attendance Register, Register of Proxies and Documents relating to Authorised Representative of Government or Body Corporate.
2. The Scrutinizer shall lock and seal an empty Polling box in the presence of members & proxies.
3. The Scrutinizer shall arrange & distribute the polling papers in Form MGT-12 to the members & proxies present at the meeting.
4. The Scrutinizer shall open the polling box in the presence of 2 witnesses.
5. The Scrutinizer shall count the votes cast on poll & prepare report in Form MGT-13.
6. The Scrutinizer shall submit the report to the chairman within 7 days from the date of Poll is taken.
7. The Chairman shall declare the result of Voting on Poll.
POSTAL BALLOT & ITS PROCEDURE (SECTION 110)
Applicability- A Company having exceeding 200 members and required to pass following SPECIAL resolutions.
	S
	Sale
	Sale of undertaking as specified under section 180(1)(a).

	P
	Purchase
	Buy- back of Securities under section 68.

	E
	Election
	Election of director under section 151.

	C
	Change
	Change in place of registered office outside the local limit.

	I
	Issue
	Issue of shares with differential rights.

	A
	Alteration
	Alteration of objects clause in MOA & Alteration in AOA relation to conversion of Private company to Public company or Vice- Versa.

	L
	Loan
	Giving Loan/ Guarantee/ Security under section 186.

	O
	Others
	Variation in rights under section 48.
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NOTE- If Company is O.P.C or Private Company need not to pass any SPECIAL resolution from postal ballot.
Procedure of Postal Ballot
1. A Company is required to pass any resolution by way of Postal Ballot, it shall send a notice to all Shareholders along with draft Proposed resolution.
2. Immediately after dispatch the notice of General Meeting, advertise a public notice in newspapers (once in vernacular & once in English newspaper, where the registered office of the company is situated) & also placed on the website of the Company (if any).
3. Shareholders must send their assent or dessent on Postal Ballot within a period of 30 days from the date of dispatch the notice to the Company.
4. The B.O.D shall appoint one or more Scrutinizer, who is not in the employment of the Company.
5. Postal Ballot received back from the shareholders shall be kept in the custody of the Scrutinizer.
6. The Scrutinizer shall submit his report within 7 days after the last date of receipt of Postal Ballot.
7. The Scrutinizer shall maintain a register either in manually or electronically containing particulars of Postal Ballot Voting like name, address, folio no. of members & vote cast in Postal Ballot.
8. The register and all other papers relating to Postal Ballot shall in the safe custody of Scrutinizer until the Chairman signs the minutes of the General Meeting, thereafter the Scrutinizer shall handover the register & other papers to the Company.
9. The results of Postal Ballot along with Scrutinizer report shall be placed on the website of the Company.
NOTE- Postal Ballot received after 30 days from the shareholders not consider by the Company. 
MINUTES OF MEETING
The Minutes of each meeting contain a fair and correct summary of the proceedings threat. The drafting and maintenance of minutes of meetings is a core function of the Company Secretary. So, the Company Secretary not only writes minutes, he writes history of the Company.
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 (
MEETINGS OF THE 
CREDITORS AND OTHERS
)DISTINCT MINUTES BOOK
 (
MEMBERS
 MEETING
)



Keeping of Minutes Book-
· At the registered office of the Company or such other place approved by the board.
· Preserved permanently.
· In the custody of CS or any director duly authorised by the board.
Maintenance of Minutes Book-
1. Maintain in Physical form.
2. Every Listed Company or a Company having 1,000 Stakeholders (Shareholder, Debenture holder or other security holder) may maintain its records in electronic form with Timestamp.
3. The Pages of the Minutes books shall be consecutively numbered.
4. If minutes maintained in loose- leaf form, there shall be a proper locking device.
5. Minutes shall be written in third person and past tense & resolutions shall be written in present tense.
6. Minutes shall be entered in the Minutes book within 30 days from the date of conclusion of the meeting.
7. The date of entry of the minutes in the Minutes book shall be recorded by CS, if there is no CS by any other person authorised by board.
8. Minutes, once entered in the Minutes book shall not be altered.
Contents of Minutes
 (
Specific
 Contents
) (
General Contents
)

 (
At the beginning shall state-
Name of the Company, day, date, venue and time of commencement and conclusion of the meeting
.
 
Record the names of the Directors and CS present at the Meeting.
) (
Inter alia shall state-
Record of Election of the Chairman of the Meeting, Presence of Quorum, No. of members present in person including representatives, No. of Proxies, Presence of Chairman of Various Committees & Auditors, reading qualification or observations of various Audit report, Text of resolutions passed by postal ballot & in meeting, 
Time of Commencement & Conclusion of Meeting
.
)








Signing on Minutes- By the Chairman of the meeting or in the event of death or inability of that Chairman, by any director who was present in the meeting and duly authorised by the board subject to each page should be signed initialled or signed & the last page of the record of proceedings of each meeting.
Inspection of Minutes Book- Can be inspected by any member/ directors during business hours of the Company without charge. The Secretarial Auditor/ Statutory Auditor/ Cost Auditor/ Internal Auditor of the Company may also inspect the minutes for the performance of his duties. When a member requests in writing for a copy of any minutes, the Company shall furnish the same within 7 working days of receipt of request.
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REPORT ON AGM
Every Listed Company shall prepare & filled with ROC a report on AGM in Form no. MGT-15 (as per section 121 of the Companies Act, 2013), within 15 days including a confirmation that the meeting was convened, held and conducted as per the provisions of the Companies Act, 2013.
		[image: Image result for report]
Signing on report- Report shall be signed & dated by the chairman of the meeting or by any 2 directors of the Company, one of whom shall be the M.D (if any) and CS.
Contents of report- Such report shall contain-
a) The day, date, time and venue of the AGM.
b) Confirmation with respect to appointment of chairman of the AGM.
c) No. of members attending the AGM & Confirmation of quorum.
d) Confirmation with respect to compliance of Companies Act, 2013 and SS-2 with respect to calling, convening and conducting the AGM.
e) Business transacted at the AGM and result with a brief summary.
f) Any other point relevant for inclusion in the report.
DISCLOSURE OF MEETING
The Annual Return of a company shall disclose the date of AGM held during the financial year.
Some Abbreviation
	AGM
	Annual General Meeting.

	AOA
	Articles of Association.

	BOD
	Board of Directors.

	CA
	Chartered Accountant.

	CMA
	Cost & Management Accountant.

	CS
	Company Secretary.

	DIN
	Director Identification Number.

	EGM
	Extraa ordinary General Meeting.

	KMP
	Key Managerial Person.

	M.D
	Managing Director.

	MOA
	Memorandum of Association.

	NCLT
	National Company Law Tribunal.

	OPC
	One Person Company.

	ROC
	Registrar of Company.

	SME
	Small & Medium Enterprises.

	SS
	Secretarial Standards.



Disclaimer:- Contents of this article have been prepared on the basis of relevant information and provisions. The observations of the author are personal view and the author do not take any responsibility of the same & any suggestion will be welcome by author.
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