ROC - COMPLI

Minutes of Board Meeting and Attendance Sheet

[ First Quarter, Adoption of Accounts, Third Quarter and Fourth Quarter]

Excel to Word Automation

You can easily generate documents relating to Minutes of Board Meeting and
Attendance Sheet from this Application. The zip folder contains the following-

1.
2.

W

bm Minutes Exe File.
first quarter , adoption of accounts, third quarter, fourth quarter and additional
meeting Word Templates.

. Instruction Guide on how to install the Exe file and to use the Application.
. Sample documents generated from the application in pdf.

How to Install and Use the Application

. To enable macros- Open Excel > Go to File > Options > Trust Center > Trust

Center Settings > Macro Settings > Enable all Marcos.

. After downloading the zip file, create a folder in D Drive and rename it as roc.
. Create a subfolder in the roc folder and rename it as bm minutes.

. Copy/Extract the bm minutes Exe File and the word templates from the zip folder

into the bm minutes folder.

. The end user can create multiple copies of the application as shown in the

picture below. For creating multiple files click on new and rename it as Client 1.
Click on quit to close the Application. For opening the file select Client 1 and click
on open button to open the Application.
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User Guide on How to use the Application

Step 1: Fill the relevant information in column C of the Excel Sheet as per the sample
given below -

ROC - COMPLI Fon Qo et

Minutes of Board Meeting and Artendance Sheet [ Rrst Quarter, I — Fourth hmter |
Adoption of Aoccounts, Third Quarter and Fourth Quarter]
Companiy Mame ABC Private Limited
Ad dress Banjara Hills, Hyderabad - 500034 Additional Mesting
an UG F120TG1 554 PT CO0000
Email id aboEnehoo.com
Phone Mo D0 -2 T 0000
Diredtors Details
Director 1 and Chairman Rav
Diirector 2 Kiran
Director 3 Manish
Director 4
Director 5
Leawe of Absence in All Direcors were duhy present,

Board Meeting Minutes.
Copy and paste which ewer is |All Direcors were duby present.

relevant in sbove o2 Leswe of sbsance from attending the Mesting
wasgranted to Mr. ..., 3and Mr, .. who

expressad ther inzbility to atend the Mesting
owing to ther preccoup Iton.

Board Meeting Details First Quarter

EM Dste Monday 14th June 2021

B Address Banjarz Hills, Hyd ershad - 500034
BM Time Seat 11,00 A.M

EM Time End 11,30 A.M

ROC Telangans

Board Mesting Details Adoption of Accounts

BM Date Wednesday 1st September 2021
EM Address Banjar s Hills, Hd erabad - 500034
BM Time Seart 11,00 A.M

BM Time End 11,30 A.M

Financizl Year BEnding 31st March 2021

Auditor Mame VeR Go

AGM Dat= Thursday 30th September 2021
AGM Agaress Banjars Hills, Hyd ershad - 500034
AGM Time 11,00 A.M

Board Meeting Details Third Quarter

EM Dste Monday 20th Decembear 2021

BM Address Banjara Hills, Hyd erabad - 500034
BM Time Seat 11.00 A.M

BM Time End 11,30 A.M

Board Mesting Details Fourth Quarter

BM Dste Wednesday 16th Manch 2022

BM Address Bsnjara Hills, Hyvd erahad - 500034
BM Time Start 11,00 A.M

BM Time End 11,30 A.M

Board Meeting Details Additional Meeting

EM Dste Wednesday I0th March 20232

BM Address Banjara Hills, Hyd erabad - 500034
BM Time Seart 11.00 A.M

BM Time End 11,30 A.M

Step 2: After filling up the information click on the respective button.

Step 3: Once you click on the respective button the word document will get
generated. The following message will be displayed-

Microsaf Word |

I- Want to save your changes to "auditor rep-:rr‘t'."

I you click "Don’t Save®, a recent copy of this file will be temporarily available.

Save | Con't Save Cancel

Step 4: Click on Cancel and then save the word document using save as option in a
separate folder.

Step 5: After saving the document in separate folder close the word file. If you follow
these steps your main word template will not get updated.

Caution : Don’t click on Save or Don’t Save options






