Procedure of registration of new Pvt. ltd. company.

1. First apply for DIN for the signatories of Memorandum and Articles

a. Go to site mca.gov.in

b. Select apply DIN

c. Fill up the Form DIN –1

i.) Ensure you fill up the First name and Last name of the applicant as well as the father’s name exactly as per the document you are going to enclose.

ii.) Ensure the address column is also filled exactly as it appears in the proof you are going to enclose.

iii.) Affix the photo at the place specified on the first page

iv.) Attest  beneath the photo and signature of the signatory 

v.) Attest all the enclosures for proof of address and identity.

vi.) If  the attachment is in vernacular language, write the corresponding name in English and attest.

vii.) Prepare and get a notary affidavit in the form as detailed below for all the signatories.

AFFIDAVIT

I ………………….Son of ……….residing at  ……………… declare that my father’s name after expansion of initial being …………….. First Name) and ……. (last name).

The above said facts are true and correct.

Solemnly affirmed at Chennai on this                                        DEPONENT

November 2007 and signed her name                                        BEFORE ME

in my presence. 

viii.) Then log in to the site and select Miscellaneous Payments under Other Services and select DIN payment. Through this make the payment of Rs.100/- either through credit card or through voucher. The voucher will be generated with a number.(SRN) 

ix.) Fill up the SRN ( Service request Number ) column with the number generated in the voucher.

x.) Take a one set of photo copy for your files (the entire set.)
xi.) Them send it through by normal post or registered post or speed post or courier and the address is given at the top of the Form DIN 1

xii.) You will receive the intimation about the acceptance or rejection of the DIN or you may verify the site after three or four days.

xiii.) If it is rejected and you are not in a position to find out the reason you may call Noida (01206522477) and they may assist  you as which correction you have to undertake.

2. Arrange to get the name approval  in Form 1 A

3. Prepare Memorandum and Articles etc.

 

1. . Arrange to prepare MOA and AOA and get it stamped as per stamp act prevailing in your State.

 

2.Scan the stamped pages of   MOA   and also the last page of MOA which will be written and signed by subscribers and witness.

 

3. Take the MOA in word file and insert the scanned pages properly and remove the corresponding pages from word file. ( for. eg insert page 1 & 2 from scanned file and remove page 1 and 2 from word file and also the last page of the word file is to be replaced with the scanned page)

 

4. Once you remove pages from word file and insert the scanned pages , the paragraph numbers will get changed and you have to ensure to alter the paragraph  numbers suitably.

 

5. Repeat the same for AOA also.

 

6. Convert MOA file and AOA file in MS word to PDF file. To convert word file to PDF file you must install one of the several files available in this regard ( e.g. PDF995). Once this file is available in your computer it will be available as one of the printers under print option. Select print option and select PDF and give print command and your word file becomes PDF file. therefore you will have two PDF file one for MOA and one for AOA.

 You can also send the files that needs to be converted to PDF  to MCA site and you will get back form MCA the PDF converted file.

 

7. Then keep ready another PDF file mark it as Others and it should contain 

                   - Authorisation letter in stamp paper for correcting MOA and AOA- to be scanned ( Authorisation letter is only for appearing and correcting the documents ,as original C O I will be  sent to the registered office by Post.)
                   - Name approval letter-to be scanned

                   - Form 1 in stamp paper - only first few lines of Form 1 to be in stamp paper; this you can  do   by printing Form 1 and get it photo copied on a stamp paper the first few lines of form 1 containing the name and the number f the company. is enough. - to be scanned.

                  - Addres  proof of the subscribers - to be scanned.

 

8. Download and fill up Form 1. This has to be digitally signed by a person named in the articles as a director or manager or secretary  OR

                by a CA or ACS or Advocate or Secretary. Better get it signed by director

       before getting it digitally signed MOA , AOA and Others to be attached. If you keep the cursor on column against ATTACH mentioned in s.no.1 a dilalogue box will appear and you have to select the file MOA in pdf format; it is better to have this in a pen drive or desk top. In the same way attach AOA & Others. and then affix digital signature; Then click check form; it will reveal mistakes if any  it has found. For modifying the form click modify and the digital signature affixed earlier gets cancelled and after correcting or modifying then affix the digital signature again.

 

9. Download and fill up form 18 and 32 affix digital signature and keep it your desk top or pen drive.

 

10 Then go to MCA site; if you are already registered then log in and click E filing.

Then upload Form 1, after completing it will ask to upload Form 32 and 18. Then it will ask for payment of fees. Once you make the payment th' credit card or chalan get the receipt  printed 

 

11 Then carry all the originals MOA, AOA,Form 18,32,  Form 1 in stamp paper,, Authorisation letter, name allotment letter, and copy of payment chalan and hand over at ROC office.

 

12 The next day a message will come through email where in they will mention the correction to be made 

 

13. Go to ROC collect the originals and make the necessary correction. when ever you make correction on stamp paper it has to be scanned again and converted to PDF file; because PDF files can not be edited.

 

14 Upload again Form 1 with necessary attachment along with Form 32 and 18 again. Then submit the originals  again to ROC office.

 

15 If all the corrections are carried out properly,  in a day or two you will get Certificate th' email and the original incorporation certificate will be dispatched  to the address mentioned on Form18. The certificate in email will be without the signature of  AROC.

 

If you have given your email, then  you can verify yourselves; otherwise you have to wait for information from subscribers.

 

I have tried to the maximum extent and if any mistakes or had I slipped out any thing other colleagues please point it out.

 

