 RETURNS
 
Periodical Returns                     
 
                                                
	Sl No.
	Class of Company
	Nature of
return to be
filed
	Date on 
which to 
be filed
	Penal provisions under the act

	1.
	Companies having share capital
	Annual Return in Schedule V
	If AGM is held within 60 days form the date of the AGM. If no AGM is held, within 60 days form the date on which the AGM ought to have been held.
	The company and every officer of the company who is in default shall be punishable with fine which may extend to RS. 500 for everyday during which the default continues (Section 162)

	2.
	Companies not having share capital
	Annual Return in Form No.21A
	If AGM is held within 60 days form the date of the AGM. If no AGM is held, within 60 days form the date on which the AGM ought to have been held.
	The company and every officer of the company who is in default shall be punishable with fine which may extend to RS. 500 for everyday during which the default continues (Section 162)

	3.
	Private limited companies
	Balance Sheet and profit and loss account separately
	If AGM is held within 30 days form the date of the AGM. If no AGM is held, within 30 days form the date on which the AGM ought to have been held.
	The company and every officer of the company who is in default shall be punishable with fine which may extend to RS. 500 for everyday during which the default continues (Section 220(3))

	4.
	Public limited companies
	Balance Sheet and profit and loss account
	If AGM is held within 30 days form the date of the AGM. If no AGM is held, within 30 days form the date on which the AGM ought to have been held.
	The company and every officer of the company who is in default shall be punishable with fine which may extend to RS. 500 for everyday during which the default continues (Section 220(3))

	5.
	Companies having paid up capital of Rs. 10 lakh or more but less than Rs. 2 crore
	Secretarial Complaince Certificate
	f AGM is held within 30 days form the date of the AGM. If no AGM is held, within 30 days form the date on which the AGM ought to have been held.
	The company and every officer of the company who is in default shall be punishable with fine which may extend to RS. 500 for everyday during which the default continues (Section 383A)


 
                                    
The following returns are to be submitted on happening of the events specified against them and within the time period specified therein .
 
	Sl.No.
	Nature of Event
	Document to be filed
	Period within which to be filed

	1.
	If any person/director is charged by the board with the responsibilities of complying with any of the provisions of the Act (Section 5)
	FORM NO. 1AA:
	To be filed within 30 days

	2.
	Acceptance or renewal of public deposits (Section58A /Rules there under.
	1. Text of Advertisement /statement in lieu of advertisement.
2. Return of Deposit
	1. To be filed before accepting or renewing the deposits.

2. To be filed on or before 30th June every year.

	3.
	 Offer for allotment of shares/debentures to the public (Section 60)
	Prospectus prepared as per Schedule II of the Act / guidelines issued by SEBI
	To be filed before the date of publication.

	4.
	Allotment of shares for cash (Section 75)
	Form No.2
	To be filed within 30 days from date of allotment

	5.
	Allotment of Shares for consideration other than cash (Section 75)
	Form No.2 with a company of the relevant contract, duly stamped, and if there is no written contract, Form No.3, duly stamped.
	To be filed within 30 days form the date of allotment

	6.
	When Special Resolution /Board Resolution is passed for buyback of shares (Section 77A(6))
	Declaration of solvency in Form No.4A
	To be filed before making the buy back.


 
 
Applications for which standard format is not specified. 
 
Guidelines for filing of Returns.
 
 
PRE-SCRUTINY OF DOCUMENTS:
The system of pre-scrutiny of documents before acceptance in the cash counter is in vogue in this office. The following are the points looked at the time of pre-scrutiny of various documents:-
FORM NO.23

SPECIAL RESOLUTION, BOARD RESOLUTION AND OTHER RESOLUTIONS 
TO BE FILED UNDER THE COMPANIES ACT, 1956.
 
i. Form No.23 shall be signed by a Director/Secretary of the company.
ii. Name and Designation of the person who has signed form No.23 shall be furnished
iii. Notice and explanatory statement duly certified by the signatory to the Form 23 shall be enclosed with Form No.23
iv. In case of shorter notice consent in Form No.22A in original shall be enclosed with Form No.23
v. Text of the resolution as passed by the Board/General body duly signed by a signed by a Director/Secretary shall be enclosed to Form No.23.
vi. In respect of Form No.23 relating to alteration of object, a printed copy of the Memorandum of Association as altered and duly certified as true copy by a director or secretary of the company shall be filed with Form No.23.
vii. Where articles provide for shorter notice the same may be mentioned in Form 
viii. No.23 by way of note.
 
FORM NO:5
i. The form shall be signed by one of the Directors/Secretary of the Company. 
ii. Name and Designation of the person shall be furnished below signature.
 
FORM NO:18
Full address of the Police Station under whose jurisdiction the registered office of the company falls shall be given.
BALANCE SHEET
 
IN THE CASE OF PRIVATE COMPANIES :-
 
i. Balance sheet with Director's Report, Auditor's report and enclosures thereon duly certified as true copy by a Director or Secretary of the company shall be filed separately with filing fees.
ii. Profit and Loss Account with the enclosures duly certified as True copy by a Director/Secretary of the company shall be filed separately without filing fee.
iii. Balance Sheet & Profit and Loss Account have to be certified as True Copy by a Director/Secretary of the company.
iv. No filing fees is required to be paid for the Profit & Loss Account.
v. Names of the Directors/Secretary who have signed the Balance Sheet and Profit & Loss Account shall be furnished as required Under Section 215 of the Companies Act,1956.
vi. Where the Balance Sheet has not been adopted, a statement containing the reasons shall be annexed to the relevant Balance Sheet as required under Section 220(2) of the Companies Act,1956.
vii. Copy of the Compliance Certificate in respect of companies having Paid Up Capital of Rs.10 lakhs and above, and less than Rs.2 crores, shall be enclosed alongwith Balance Sheet in addition to filing the same in original with filing fee.
 
IN THE CASE OF PUBLIC COMPANIES :-
 
i. Balance Sheet with enclosures like Director's Report, Auditor's Report, Profit and Loss Account and with annexures thereon have to be filed together in one complete set.
ii. Balance Sheet has to be certified as True Copy by a Director/Secretary of the company
iii. In case of holding company's, a copy of the Balance Sheet of the subsidiary company shall be annexed to the Balance Sheet of holding company with enclosures.
iv. Where the Balance Sheet has not been adopted, a statement containing the reasons shall be annexed to the relevant Balance Sheet as required under Section 220(2) of the Companies Act,1956.
v. Copy of the Compliance Certificate in respect of companies having Paid Up Capital of Rs.10 lakhs and above, and less than Rs.2 crores, shall be enclosed alongwith Balance Sheet in addition to filing the same in original with filing fee.
ANNUAL RETURN
 
i. Dates of present and previous Annual General Meetings shall be given in the relevant columns.
ii. All the columns including details of the Authorised Capital, Subscribed Capital & Paid Up capital shall be filled up completely.
iii. List of Shareholders/list of members duly signed by Secretary/two Directors one of whom shall be the Managing Director, if any.
iv. Annual Returns shall be signed by Secretary or by two Directors, one of whom shall be a Managing Director, if any.
v. In the case of listed companies, Annual Return shall be signed by a Company Secretary in practice.
vi. Where the Annual Return is filed without Holding Annual General Meeting, a statement u/s.159(2) shall also be filed with Annual Return made upto the constructive date.
vii. While filing shareholders list in floppies, Name of the Company, Company Number and Annual Return to which the floppy relates to, shall be furnished on the floppy itself under the seal of the company and signature of the signatories to the Annual Return.
viii. A Copy of the approval obtained under Section 166/210 if any shall be produced while remitting the filing fees.
 
FORM NO:32
 
i. Form No.32 relating to Cessation shall be signed by the other existing director.
ii. Form No.32 shall be filled up in all respects.
iii. Changes effected within 30 days can be filed in one Form No.32
iv. In case of public companies consent in Form No.29 shall also be filed along with Form No.32
v. Designation of the person who has signed Form No.32 shall be mentioned.
 
FORM NO.29
 
Form No.29 shall be signed by the person who has been appointed as director, and it shall bear the signature of the director concerned in original.
 
Form No.2/ Form No.3
 
(A) 
i. All the columns shall be filled up completely.
ii. Designation of the person who has signed the Form No.2 shall be given.
iii. Date of allotment shall be given in the preamble and column-4 of the return.
iv. List of allottees duly signed giving the total number of shares allotted shall be enclosed to Form No.2.
v. Whereas the list of allottees is furnished in floppies, name of the company, Company number, date of allotment of the relative Form No.2 shall be mention ed and shall be signed by a signatory to Form No.2 with Company seal.

 
(B) Shares allotted for consideration otherwise in cash.
 
i. Where there is an agreement a copy of the agreement duly certified by a director shall be filed.
ii. In case of absence of any such agreement the details shall be filed in Form No.3 on the Stamp papers of appropriate value.
 
FORM NO.8, 10, 17 AND 13.
 
i. Form No.8, 10, 17 and 13 shall be signed by the charge holder and a Director/Secretary of the company.
ii. It shall be filed in time in triplicate.
iii. Copies of agreement evidencing creation/ modification of charges duly certified as true copy by a Director/Secretary of the company shall be filed.
iv. For delay exceeding 60 days for creation/ modification and for delay exceeding 30 days in filing satisfaction, Form No.21 with a certified copy of the order of CLB shall be filed. 

  
CHANGE OF NAME UNDER SECTION 21 OF THE COMPANIES ACT, 1956 
 In considering applications for change of name under section 21 of the Companies Act, 1956 not from conversion of private into public or public into private company, the Registrar of Companies considers the following points: 
1.   whether the reasons are sufficient, 
2.   whether the proposed name is in consonance with the principal objects of the company and with the kind or kinds of business actually carried on, and 
3.  whether the proposed name is not undesirable. 
 The application shall be accompanied with
1.  Latest amended copy of the memorandum of association of the company. 

2. Latest copy of the Balance Sheet and Profit and Loss Account of the company. 

3. Proof of business activities carried out if applicable.
Original copy of the name approval letter. 

 
