Forms Applicable to Private Limited Companies
under The Companies Act,2013
[bookmark: _GoBack]Chapter II Incorporation of Companies &Matters Incidental thereto
(The Companies(Incorporation)Rules,2014)

	Form
	Purpose
	Timelimit

	INC 3
	Nomination along with consent of Nominee for OPC
	At the time of incorporation

	INC 4
	Notice of withdrawal of nominee of OPC to ROC

Death of member, nominee on becoming member identify a new nominee within 15 days of becoming member
	Within 30 days of receipt of withdrawal

	INC 6
	Conversion of Private Limited company to OPC
	

	Spice 32
	Form for incorporation of companies
	

	Spice 33
	E Memorandum
	

	Spice 34
	E Articles
	

	INC 8
	Declaration by professionals on incorporation
	

	INC 9
	Declaration by subscribers to Memorandum & First Directors
	

	DIR 2
	Consent of First Directors
	

	
	Declaration of First Directors
	

	INC 22
	Verification of Registered  Office Address
	Within 30 days

	INC 20A
	Commencement of Business(W.e.f 02.11.2018)
	Within 6 months of incorporation

	INC 24
	Change in Name
	

	INC 23
	Shifting of  Registered Office address from one state to another
	

	INC 28
	Filing of Order of Regional Director permitting the change in name from One state to another
	Within 30 days of receipt of order




Chapter III  Prospectus and Allotment of Securities&Chapter IV Share Capital and Debentures 
(The Companies (Share Capital & Debenture) Rules,2014& The Companies (Prospectus & Allotment of Securities) Rules,2014)
	Form
	Purpose
	Timelimit

	SH 7 
	Enhancement of authorized capital
	Within 30 day of passing EGM resolution

	
	
	

	PAS 3
	Allotment of securities
	Within 30 days of allotment

	
	
	

	PAS 4
	Private Placement Offer Letter
	

	
	
	

	PAS 5
	Record of Private Placement Offer Letter
	

	
	
	

	SH 1
	Share Certificates
	Within 2 months

	
	
	

	SH 2
	Issue of  Duplicate Share Certificates
	3 Months

	
	
	

	SH 3
	Register of Sweat Equity Shares
	

	
	
	

	SH 4
	Instrument for Transfer of Securities
	Within 60 days of execution of transfer









Chapter VAcceptance of Deposits by Companies
The Companies (Acceptance of Deposits) Rules,2014

	Form
	Purpose
	Timelimit

	DPT 1
	Circular inviting Deposits from Members
	Within….

	
	
	

	DPT 3
	Filing of Return on Deposits
	30TH June

	
	
	


Chapter VIRegistration of Charges 
The Companies (Registration of Charges)Rules,2014
	Form
	Purpose
	Timelimit

	CHG 1
	Registration/modification of Charge other than Debentures
	Within 30 days

	
	
	

	CHG 9
	Registration/modification of Charge for Debentures
	Within 30 days

	
	
	

	CHG 2
	Certificate of Registration of charges
	

	
	
	

	CHG 3
	Certificate of modification of charges
	

	
	
	

	CHG 4
	Intimation of satisfaction of charge
	Within….

	
	
	

	CHG 5
	Charge satisfaction certificate issued by Registrar 
	

	CHG 6
	Intimation of Receiver or manager for property subject to charge to ROC
	Within 30 days of order

	CHG 7
	Register of Charges to be maintained by a company
	

	
	
	

	CHG 8
	Condonation application for filing creation/modification/satisfaction of charge
	



Chapter X Audit & Auditors
(The Companies (Audit & Auditors) Rules,2014) 
	Form
	Purpose
	Timelimit

	ADT 1
	Appointment of Auditor
	15 Days

	
	
	

	ADT 2
	Application for Removal of Auditor
	30 Days

	
	
	

	ADT 3
	Resignation of Auditor
	30 Days

	
	
	

	ADT 4
	Reporting of Fraud to Central Govt by Auditor
	15 Days



Chapter XIIMeeting of Board and its Powers
The Companies (Meeting of Board and its Powers) Rules,2014
	Form
	Purpose
	Timelimit

	MBP 1
	Disclosure of Interest by Director
	First Board meeting/first board meeting held after change

	
	
	

	MBP 2
	Register of Loan and Guarantee
	

	
	
	

	MBP 4
	Register of Contract or Arrangement in which Director interested
	







Chapter XI Appointment and Qualification of Directors
(The Companies (Appointment & Qualification of Directors) Rules,2014)
	Form
	Purpose
	Timelimit

	DIR 2
	Consent to Act as Director
	

	
	
	

	DIR 3
	Application for DIN
	

	
	
	

	DIR 3A
	Declaration where name doesn’t contain last name
	

	
	
	

	DIR 3B
	Director intimate DIN to company (functioning as director prior to 30.06.2007)
	1 month

	
	
	

	DIR 3C
	Intimation by company on receipt of DIR 3B to ROC
	15 days of receipt

	
	
	

	DIR 5
	Surrender of DIN
	

	
	
	

	DIR 6
	Application for change in DIN Particulars
	

	
	
	

	DIR 3KYC
	KYC of Directors
	30 April of succeeding financial year

	
	
	

	DIR 8
	Intimation of Disqualification by Director to company
	Within….

	DIR 9
	Intimation of Directors details by company where disqualification u/s 164(2) occurred
	Within….

	
	
	

	DIR 10
	Application for removal of disqualification of Director
	Within…..

	
	
	

	DIR 11
	Intimation of resignation by Director to ROC
	30 Days

	
	
	

	DIR 12
	Intimation of change in directorship to RIC by company
	30 Days




Annual Filing
(The Companies (Accounts) Rules,2014& The Companies (Management & Administration) Rules,2014
	Form
	Purpose
	Timelimit

	AOC 1
	Form of Statement Containing Salient Features of Financial Statements of Subsidiaries

	

	
	
	

	AOC 2
	Disclosure of related party transactions in Boards Report
	

	
	
	

	
	
	

	AOC 3A
	Format for IND AS compliance
	

	
	
	

	AOC 4
	Filing of  financial statements with ROC
	Within 30 days of AGM

	
	
	

	AOC 4 CFS
	Filing of  consolidated financial statements with ROC
	Within 30 days of AGM

	
	
	

	MGT 7
	Filing of Annual Return with ROC
	Within 60 days of AGM

	
	
	

	MGT 9
	Extract of Annual Return
	

	
	
	

	MGT 14
	Filing of Resolutions/Agreements
	Within 30 days of passing the resolution







Chapter XVIIIRemoval of Names of Companies from the Register of Companies
(The Companies (Removal of Names of Companies from the Register of Companies) Rules,2016)

Strike off  U/s 248(2)
	Form
	Purpose
	Timelimit

	STK 2
	Removal of name voluntarily by the company
	Within 30 days of Board Resolution

	STK 3
	Indemnity Bond Notarised
	

	
	
	

	STK 4
	Affidavit Notarised
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