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BEGINNING OF BOOK
(A WHOLE NEW APPROACH)

HOW TO USE THIS BOOK

= There are three Sections of this book
0] Part A contains useful referencer and tables: (page A-1 to A-BE)

(il Part B contains text of Act, Rubes, Secretarial Standards and Flow Charts of kmporta
compliance procedures; (page B-1 12 B-613)

(i) Part C contains Schedules and useful related legislation and tables. (page C-1 10 €9
= Index of flow charts / tables are piaced at the beginning of cantents page.
= Index of Hules & i

at the beginning of each chapter.
= Youcan search required chart / table through “Keyword Search Page’ aho.

= Date of erlorcement is mentioned in the ‘Index of Sections’ |page 1) and sloonthe h
section in Part B.

®  Relevant tule applicable to & section is mentioned in the 'Index of Seetions”. (page 1)

Corresponding Section of Companses Act. 1955 relevant to & Section is mentioned just
of each Section,

Al relevant Tables / Charts are placed at the beginning of each Chagter.

All relevant Aules and Secretarial Standards are placed just below the text of the Secr
nelates, n this manner you can find Tables / Charts, Section, Rules and Secrotarial Stan
at same place with comments for each section

= Reforence to Rules / Standards, # any, in respect of 3 secthon |5 appearing in the d
body of text Inside talicired brackets fser Rule/Stondard. | :

. AN , circulars, etc. are ption
appearing in the body of Act / Rules and are inside superscripted WDl
Maiicized bracets ], et

®  Amendments ane written in the folloving style:

- Dmissions are written inside ffoicized brackets [L. )

Ein indio.]

- are d the ol text being S_E
. il
written inside superscripted italiciced brackets -, ; and f
= Insertions are highlighted in bodd. Irescrib
. toother . , forms otc.
in bald Aemarks cofumn an the right hand side.

*  Beferences to Forms, wherever it appear in the text of legislation are highlighted [P0
in bald, Lod

»  Bequirement of resolutions, wherever & appear in the text of legislation are F;
highlighted in bold il
Crmmpamy Law Ready Referemee — Agarual b D Cen

Guide on ‘How to use
Book’ is given at the
beginning

Keyword
Acceptance of Deposis

Additkonal Direcion
Additional Fee
Adebirional Fees « LLP

Advances, Loans and Depasits —
Comparatve Analysis
Advertiserment = requirement
under the Act

AGM
Allgtment of Shares

Ajteration of Shara Capital

Annual Compliance Chart »
Event Based

Anmual Compliance - All
companies

Annual Compliance - Class or
Clasies of companies

Annwal Compliance - Listed Co
Annual Compllance - LLP
Annual Compliance - DPC
Amrual Compliance — Pyt (o
Annual Compliance « Public
Company

Application ko Central Govi -
Filing Fee

Application to Reglonal Cirecior
= Filling Fer

Appokntment = Additianal
Director

Apgintment - Auditars

Appointment - CEQ
Appointment - CFO
Apgotntment « C5

Appointment - Director

Appaintment « Firct Director
Appointment - KMP
Appolntment « MD

Appontment - Recuker or
Manager for Charge

KEYWORD SEARCH (for nd Charts,
Page  Keyword Page
B148 Mbdnr of Assaciation - Effect Aedd

o
B-305  Audit Committes #5343
Auditor - to aftend Anmual
A Ceneral Meeting g
A1 Auditor - to sign Audit Report B84
A71  Auditor - Appointment 281
Auditors - Not to render
A6 cartain servives B
8178 | Auditors - Reportingof Fravd | B384
Authorised Cagitsl -
] Aheration 8200
gagg | BO's Report « Disclowre Al3
requirements

Bt -

Borws « Last 10 yeass o

&5 Bonus Shares - Allotment B56

Books of Accounts - Place of

M | haping 8257
A5 | Borrowings B344
A1 Buy-Back of Secusities Bo8
A-5 | Buy-Back of Shares B-38
A5 | Casual Vacancy - Auditors 8-282
A5 Casual Vacancy - Director 8309
A3  CEO B

Cessation - Receiver or
A3 |\ snager for Charge 167
B-308  CFO gt
B-281 CFS 8257
B-904 | Charges - Registration 167
B4 Chairman - Meeting of 5178
Members
B804  Change In Auditors 8282
’:;;‘ Change In Name B2
Change in Name - 0PC 1o
B.a00 Public B.24
B-404  Change in Mame - OPC to Put B-24
B Change in Name - Public to 2
Put
B-167  Change in Name - Pyt to OPC B-24

Juder o4 et

Company Law Ready Refercacer - Agarial & De

‘Keyword’ Search
covering 250 such
Keywords for Tables
and Charts
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PRESENTATION STYLE

fines which shall ot b less than one fakh ruoess but which may extend to e ik rupess, or
with both.

{3) where 3l the directors of a company vacate their offices under any dugualfications
specified in sub-section [1) the prometér o in his absente the Certral Government shall
appaint the required nurnier of directors wha shall hold the office il the dirsctors are
appainted by the company in the general mesting.

{4) & private company may by its articles provide any cther ground for the vamtion of the
affice of a director in addibon to those specified in sub-secton [1)

AP W T PR
ie) Aher complsbon of the meeting. the minutes shall be omiored n e minule book os spochied
nedor BRctan 148 of 1V At and segrnesd by s Chaipaman

Enplanabion - Fir B gupieas of el file, “wdes (DaRascng of vhin Sidio vusl meani”
mAEnS 3ack visul sincyosic communication foify employed which ematles ol the persons
pestiipatieg ie & rassbng 10 commusicals contuminlly Wi eack oiter wiliout & islermediany nd
1 pArgatn Gliacteedy is e mastng

Matiers not 10 be desit with i @ meeting Bosugh video comlerencing o ofer audio visusl  Mus Setme
maass

Comments: This section pravides e grounds and crcumstances undes which the office of @ Comments :.""""“
director shall become vacant. Where 3 person acts as a director after becorming aware that nw_wnh'.m Bt o Sout o] & Fovety Siod Arercieed Syl XM eal 42NN The il A
the office of director held by him has become vacant on sccount of any disqualification, he Tolbominyg marts shall nol e dusk i in sy meskng Seld Srough wdeo conferncng o cther sudic.  Pewern] Rules,
shall be punishable with imprisonment o with fine. If all the directors vacate their offices sl meany E ol
under any of the disqualifications, the promoater or i his absence. the central govemment, 1] e appriwal of e sl Snanc steemeni
shail appodnt the required number of direcdtors who shall hold office ol the dectors are i e
appaitted in the general meeting, & private company may grovide additional ground for . Smmpra b ol ot
watation of office of a director, A ditactor shall bo fabia for affonces that occurred during his i) e approwdl o tha prTsgect
tenure. lnlmmwwmmmmﬂFMMMMrv
consnbdatnd financisl ctatomant, # any, 10 be appeoved by the Boar, wnder sub-sectian (1)
Section L68: Resignation of director, i e Remarks of BACHIN T34 OF e At foimimas 5w wo ompmcr fwws oy w Cormraes Mo 5.3
apmiicatie i Fowary) Sicired Amwesiverd e, X0 mal B30 apg
(1) A dirmctor may resign from his offics by ghving 8 notice o writing to the company and the Forms: -
baard shali an raceipt of such Rotice take note of the same and the company shall INHMAEE  Foem oL, () the spprmisi of fe mafer refing In ameljematon, merger, demeer. Acustion md
the Regetrar in such mannes, within such time and in such form as may be prescribed [ree Faem NR-12
iy, 1y PR AL Sfed DN A I e o AT L Y Section 174: Quorum for maetiegs of Board. Remarks
also place the fact of such mesigration in the raport of directors lakd in the Immediarel er alvo owr
P o aafing Bt g e i ¥ RN g g s T, 5 o e rmmparie b, 3551 [
Provided that o director shall alic forward & copy of his resignation slong with deftaled FW“‘"’\; [4) The guorum for a mewting of the Board of Directory of & comparny shall b one thind of #y Arfer shc
reasars for resignation fo the Regitear within irty days of resignation in such manoer as m“"'"‘""m total strenpth or two directors, whichever i higher, and the participstion of the drectors by B [Liing
may be prescribed, fsee Auke 16] 11| widen conferencing of by cther seda waus! means shall ako be counted for the purpcses of  Ohlgatsm
UOTGE UNdEr DS Sub-section, i Aol
(2) The resgnation of a director shall take effect from the date on which the notice Is e i AR P o o ) i i G e e
received by the comparry of the dats, § any, specified by the director in the notics whichever i fon e
i o W ey v vt 1 A e b e ) P
B o, Puliaing Bmvina e misr Eal - Prasted Mt e Guorn stk et de e Y P Sl ” - Mol
Provided that the ¢ roctor who has resigned shall be liable ever after is rasgnation for tha . GERARHT), st 5620057 on s o
aiffences which occurred during his tenune, ]
(2 The: comtiing directors may act notwithstanding any vacanzy in the Beard; but if and so
(3) Where all the directors of 3 company resign from their offices, or vacate their nffices - —
Tompany Lawe Ready Refenmseer - TG D = : Lo Puliknhus [Pge B-3367
under section 167, the promater of, in his absance the Contral Gowernment shall appaint the ey 3 Amtrwa Conporaty Les o 1P
veqquired number of direczers wha shall hold the office 1€ the directors ane appainted by the
company in general meeting. Chapher- X1 Meebisgs of Bond dil its Piiers I
long a5 their pumber i reduced below the guonim Baed by the Act for @ meeting of e g on
Company Law Ready Befercnoes - Agareat & D¢ Corporate L Tuslishrs | Pape B-350] ficard, the continuing directars. or director may ot for the purpose of increasing the MBS pestirg el
of directors 1o that fised for the guorum, or of summoning & peneral mecting of the  Beasd B-43)
B porrl . ; company sed for o thr purpose.
Chapter-XT Appaiminsent wed Quatificn tion of Directurs 5169 [} Whana 3t any bima the nomter of interecied directors exceeds or s aqual to bwn thinds of
Comments: This new section provides that a director may resign from his cffice by giving 3 Comments the katal strength of the Soard of Dieeciors, the number of dinictors whe are not iMemested
T w‘rlur‘g Sacithe <hall, on receipt of i Tk R b the S S Hi diraetars and ghinest ot the meeting. being nol Bss thas twe, shill be the guonas dating
s el B, uch T
company shall intimate the registrar and place such resignation in the subsequent general Legidisd
mexting of the company. The director shall also forward a copy of his resignadon with Explanation,— Fiar the purpeies of fhis ed-section, “inanrted dinechor” maan @ diractar
reasans to Registrar within 30 days of his resignation in swch manner as may be presoibed wathyin: the maaning of sub-sedtion |3} al wection 184
[4) Whars & missting of 15 Basrd could nat b ik lor want ol gusrim, e, unliss the
Rule 15 of the artices of the compuany otherwas provide, the mesting wall sutomaticaly stand adjourmed
Netica of resignatian of directar Companias ta the same day at the ssme time and place in the nest week or if that day & 3 national
et haliday, 1iR the nest succerding day, which is et a national holiday, a1 the same time e
n-mdulmihnmur&:{;mtfdmnfmdmn;d"r:qmmb—.m-:h:hr I i
in Form and pos| Wil -
i . i T of Direrin) Explawation.— For the pursosas of this section, —
Rules. 2014
il any fraction of a number sall be rounded off a3 one:
Copy of of director him Rt 16 of tha {4 “tatal strength™ shall not inclide direciors whoss places are vacant
Whem a diecke resgns fom bis ofice, he shal within @ pericd of Sirly days from the dale of r“"'F:“Ml [Far this section aho see Shondand 2 of $5-1),
ignaton. forward Ragst: | his resigriafion along BagInE gration i el
:;m D:ﬂmwmu;am;?mcm ﬁ"ﬂ u&'&'dw’;n':ﬁl Hue: 5 Communty; This siciian prevides tat the quorum Tar & mestioy o the Bosrd of diectors  Sermermts
- J L bt Quatfcatiam shal e 13 of its tokal Strenglh or twn directnrs whichewer is highar. For srmiieg at the
ol Directer) quibrum e deadloe partic Ehitisgh wain ]
Pravided that In cssa 8 company has already flled Form DUR 12 with the Registrar under rule 15,5 Rules 2014 shal e coensed. Where the number of interested daectons & mane than ar equal 19 373 of
Toreign director of such company resigning from his office may suthosize in wiiting a practicing the toesl strength of the mre. remaining direcanrs present 3¢ the meeting being not e
chastered actountant or cost sccountant in practice or company secretary in practice or amy Ehan iwa shab q 3 for the want of guorom, that
other resident director of the company to sign Form D4R 11 and file the same on his behalf LN acjourmed.
infimating the reasons for the resignation. Psersd by e Compance: (ppormmest 3 Cuaifaten of Drecios)
derersienl fakes 2008 we 1801200 3, Gwomum et
=
Section 169: Removal of directors. Remarks 33 Quorum shall be present throughout the Meeting. Secrotaiiat
T s Rk i e ik b il ki e Quarum shall Be preseert net only ae the time of commancement of the Mesting but 1 o
alsn while transacting busiress frrarvg
e i 8 SE BT : -
wmh 3.3 A Director shall mot be rechoned for Quorum in respect of an Rem in which be i
11} A& company may, by ordinary resolution, remove & dicector, nel being A director inderested and ha shall ot ba present, whathar physicslly or through Blectronic Mods,
appainted by the Tribunal under section 242, before the expiry of the period of his office rmnnnz during discussions and vating an such item.
after phving & reasonable cpportisity of being heard For this porpose, a Dinector shall be trested as intenested m 8 contract or arrangemest
See al:
Provided that nothing contsined i this sub-section shall appiy where the company fas FEmaa Rthared ek st Ko Yo ks e U4 gy
ava ded itsell of the option given 1o i under ection L3 10 appoint not e than bwothirds of (aj waith the Director imelf ar his relative; or
the tetal mumber of directors sccord ing to the principle of proportional rearesentation. s ““;: = () with amy body corporste, iF such Director, akeng with sther Directors halds mane
Dieactar {pags than twa percent of the paid-up share capital of that body corporate, or be k5 a
{2) A special notice shall be required of any resalution, to remove a director under this B313) promater, ar manager o chief esecutive officer of that body corporeas;

sactian, or 1 appaint somebody in place of & director so removed, at the meeting st which
he s remaved,

[3) On receipt of natice of 3 resalutian to remowe 3 drector under this section, the company

Relevant Rule is written just below

the text of Section.

i) o with & firm or other antity, if swch Deector o his relative = & partnar, owner ar
Wiember, as the case may be, of that firm or other entity.

Relevant Secretarial Standard is written just
below the text of Section.

Referencer (Flow Chart / Chart / Table ) Reference to any other legislation required

easy track.

applicable to Section is also mentioned on the | for a Section is also mentioned on the right
right hand side under the ‘remark’ column for hand side under the ‘remark’ column.

Others:

Corresponding section of the Companies Act, 1956 is given on heading of section itself
- Date of enforcement of each section is also given on heading itself

All amendments are also inserted in the body of legislation without use of footer (insertions
are in bold, deletions are in italic brackets and substitutions are in bold with old text written in
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- Auditor to sign Audit Report etc.
- Auditor to attend Annual General Meeting
Chapter XI - Appointment and Qualifications of Directors

Flow Chart for Director Identification Number (DIN) — Application, Cancellation or
Deactivation, Director without DIN, Surrender of DIN, Change in Particulars

Flow Chart for Appointment of Director — First Director, Additional Director, Alternate
Director, Casual Vacancy (Chart-l)

Flow Chart for Appointment of Director — Director by Rotation, Notice for Candidature,



21

22

23

24

25

26
27

28

B

Director by Small Shareholders (Chart-Il)

Flow Chart for Removal, Resignation and Disqualification of Director
Chapter XIlI - Meetings of Board and its Powers

Meeting of Board — Important Points

- Meeting of Board, Notice, Quorum, Resolutions by Circulation

Various types of Committee — Important Points

- Audit Committee

- Nomination and Remuneration Committee

- Corporate Social Responsibility Committee

- Stakeholders Relationship Committee

Tabular Chart on Borrowings, Loans and Investment, and Exemption to Special Category
Company

Flow Chart for Related Party Transactions

Chapter XIlI - Appointment and Remuneration of Managerial Personnel
Flow Chart for Managerial Remuneration

Tabular Chart for Key Managerial Personnel (KMP)

- Managing Director, Whole-time Director, Manager

- Chief Executive Officer, Chief Financial Officer

- Company Secretary

Chapter XXIX — Miscellaneous

Flow Chart and Important points on Dormant / Inactive Company and Dormant Company
Seeking Status of an Active Company

CHAPTERS

Chapter | to Chapter XXIX
(integrated with applicable referencer, relevant Rules and Secretarial Standards)

Index of Sections

Index of Rules appearing at the beginning of chapter, wherever applicable
Index of Standards appearing at the beginning of chapter, wherever applicable
Index of Referencer appearing in Part B Refer to ‘A.1’ of contents above
APPENDIX
Schedule |

Table A Memorandum of association of a company limited by shares

Table B Memorandum of association of a company limited by guarantee and not having a
share capital

Table C Memorandum of association of a company limited by guarantee and having a share
capital

Table D Memorandum of association of an unlimited company and not having share capital
Table E Memorandum of association of an unlimited company and having share capital
Table F Articles of association of a company limited by shares

Table G Articles of association of a company limited by guarantee and having a share capital
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Table H Articles of association of a company limited by guarantee and not having share capital

Table | Articles of association of an unlimited company and having a share capital
Table J Articles of association of an unlimited company and not having share capital
Schedule Il - Useful lives to compute Depreciation

Schedule Il

Division | - Financial Statements for a company whose Financial Statements are required to
comply with the Companies (Accounting Standards) Rules, 2006.

Part | — Balance Sheet
Part Il — Statement of Profit and Loss

Division II- Financial Statements for a company whose financial statements are drawn up in
compliance of the Companies (Indian Accounting Standards) Rules, 2015

Part | — Balance Sheet

Part Il — Statement of Changes in Equity

Part Il — Statement of Profit and Loss
Schedule IV - Code for Independent Directors

Schedule V - Conditions to be fulfilled for the appointment of a Managing or Whole-time
Director or a Manager without the approval of the Central Government

Part | — Appointments

Part Il - Remuneration

Part Ill — Provisions Applicable to Parts | and Il of this Schedule

Part IV — Exemptions to certain companies

Schedule VI - Infrastructure Projects or Infrastructural facilities

Schedule VII - Activities which may be included by companies in their Corporate Social
Responsibility (CSR) Policies

Guidelines for Fast Track Exit mode for defunct companies under section 560 of the
Companies Act, 1956

Companies which issued Bonus / Right shares in last 10 years

Various Forms under Companies Act, 2013

E-Forms

Details of Attachments Requirements for various E-Forms under the Companies Act, 2013

[In respect of forms, whose attachment details does not appear elsewhere in this Book]

Physical Forms



