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MINISTRY OF LAW TUSTICE AND COMPANY AFFAIRS

(Department of Company Affairs)

NOTIFICATION

New Delhi, tht 20th February, Jl)s.(

CJ.S.R. 2U3(E),—In exeicise ull llic puuer> conferred by
section 3 of the Destruction of Records Act. 1917 (5 of

J 017) ihe Centra] Government hereby makes the follow-
ing rales, namely :-—

1 Short title and commenccrr.'.'ijl'.—(1) These rules irmv
be called the Disposal of Records (in the Oiliees of Ine
Registrars of Companies) Rules, 19K4.

1,2) They shall come into force on {he date of their
publication in the Official Gazette,

2, Definitions.--In thew Rules, unless Lie context other-
wise requires—

(a) '"Act" means the Companies Act, 1950 (I of 1956)
as amended from time to lime ;

(b) ''Company" has the meaning assigned, to it in the
Act and includes a foreign company within the
meaning of section 591 of (lie Act ;

(e) 'Company in operation" means a company whose
name has not been struck off the Ke^ter under
sub-section (5) of section 560 of the Act or which
has not been fully wound up and Dually dissolved ;

(d) 'Registered Document"' means a document filed,
registered or recorded by the Registrar of Com-
panies in pursuance of the Act and any register o r

other record maintained by the Registrar of Com-
panies in pursuance of the Act ; and

(e) '"Registrar ol' Companies" means a Registrar, ur
an Additional, a Joint, Deputy or an Assistant
Registrar, having the duty of registering companies
under the Act.

3. Certain documents to be preserved permanently;—
The following documents .shall he preserved perrmintnlly,
namely :—

11) the Register of Companies ;

(2) the Index t ; the Register of Companies;
(3) the Register of Mortgages and Charges ;

(4) trie Chronological Index of Mortgages and charges;
(5) Index Cards of Companies and

((>) registered documents vvhich relate to any company
in operatioa and which arc specified in Schedule I
to these Rules.

4. Destruction of documents,—Subject to the previous
order of the Registrar of Companies, the following xecord*
in his office may be destroyed after the expiration of the
period of their preservation as specified below :-~

(1) Records to be preserved for 35 years
(i) Register of Security Bonds ; and
(ii) Succession List of Olflcers.

(2) Records to be preserved for 21 vcats :

(f) All registered documents relating to companion
names of which have beon struck off the fi.egis.cj-
of Companies tinder sub-section (5) of section
560 of the Act together with correspondence
relating to such companies.

("ii) AH papeisi, registers, refund orders and eorcts-
correspondence relating to the Companies Liqui-
dation Accounts.

(3) Recoids to be preserved for 1U years :
(i) Copies of Government Orders relating to Com-

panies.

0'i) All papers, registers, refund urders and coi.es-
pondence relating to payment from Companion
Unpaid Dividend Account under section 205-A of
the Act.

<iii) Rej/ibierud iiu^ixnciit-. oi coni].iiiiiiL;, whiUi lund-
been fully wound: up arid finally dissolved, to-
gether with correspondence relating to such
companies.
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(4) Records to be preserved for 5 years :

U) Papers lelating lo legul proceedings to be pie&ei-
ved for 5 years from tho date of disposal of the
case and appeal, if any,

(,ii) Copies of statistic! returns furnished to Govern-
ment.

(iii) All concspondencc including coireipondenee ro-
tating to scrutiny of balance sheets, prosecutions,
reports lo the Regional Directors and Company
Law Board including inspections under section
209-A of the Act, and the correspondence relating
to complaints.

Provided thai, in case of prosecution matters, the date
is to be accounted from the date of disposal of
the case and appeal, if any.

(.5) The registered documents •specified in Schedule i l
to these rules relating to any company in operation
shall be preserved for the period indicated against
them in the said schedule.

(6) Registered documents of foreign companies.—Re-
gistered documents of foreign companies wJiictt
cease to hiwe any place of business in India shall
be destroyed after expiry of three years from the
date such company ceases to have any place of
business! in India in accordance with the following
procedure :•—

The Registrar of Companies, Delhi shall intimate to
the Registrar concerned his intention to destroy
the documents and other records of a particular
comruiny by a certain date, two weeks in advance
thereof and the Registrar concerned shall on
receipt of such intimation, destroy the said
documents at the same time and communicate to
the Registrar of Companies, Delhi the fact of
such destruction.

(7) Records to be preserved for three yeais

(i) All books, records and papers, other than those
specified in sub-rules (1) (2), (3), (4), (5)
and (6) of mid 4.

(ii) Routine correspondence reg.uding oayment of fees
additional filing fees and correspondence about
the return of documents.

R. Approval of Rcgistiar.—No record in the office of
Registrar of Companies, shall be destroyed without his
previous order in writing in that behalf,

y. Record of document destroyed to be maintained.—The
Registrar of Companies shall maintain a Register in two
parts, in the form set out in the Appendix annexed hereto,
wherein he shall enter brief paii'iculars of the records dest-
royed and shall certify by his own hand therein the date
and made of destruction.

10. Application of other rules not barred.—The provisions
of these rules, shall be in addition to and not, in derogation
of, the rules for the Destruction of Office Records connected
with Accounts (containing in Appendix 13 to the Compila-
tion of the General Financial Rules) and the period prescri-
bed under Record Retention Schedule for Records common
to all departments and such other Rules. (Appendix IX,
para 1, part IT Schedule).

11. Repeal and Saving.—The Disposal of Records (in
the Offices of Registrars of Companies) Rules, 1957 arc
hereby repealed :

Provided that any fiction taken under the 1957 rules
prior to the date of the repeal of the rules shall not become
invalid on the grounds that the rules have been so repealed.

APPENDIX
[See Rule 9]

PART I

(Pi'.rticulais of documciib relating to Compunjci)

Name of Company Act under which Pate on which
registered finally diss"lved or

wound up or struck
off

1 2 3

Description of documents Date and mode of" destruction
destroyed with initials of the Registrar

of Companies

4 5

PART n
(Particulars of documents other than those specified in Part Ij

No. of the file or document Subject to which the document
destroyed refer

1 " 2

Description of documents Date and mode of destruction
destroyed with initials of the Registrar

of Companies

3" "~ 4 ~

SCHEDULE I
[See Rule 3(6)]

Nc

1

1,

2.

1, "Name of document

2

. Certified copy of order of Com-
pany Law Board confirming
alteration of memorandum and
a printed copy of the memo-
randum so altered [Section 18(1)]

Certified copy of order confirrn-
ming change of registered office
from one State to another
[Section 18(3)].

Period of Preservatio

3

Permanent

Permanent
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1

3.

4.

5.

6.

7.

8.

9.

10.

11.

12,

13

14.

15

16

17

18

19

20

2 1

Memorandum and articles for Permanent
registration of a new company
[Section 33(1)].

Approval granted under section Permanent
25 for modification in the
Memorandum and Articles of
Association; any ordor under
section 31 or under section 43A.

Prospectus or statement in lieu Permanent
of prospectus by a private com-
pany altering the articles for
converting itself into a public
company (Section 44).

Prospectus by a public company Permanent
(Section 60).

Statement in lieu of prospectus Permanent
by a company which does not
issue prospectus (Section 70)

Notice of consolidation or divi- Permanent
sion of share capital and of con-
version and reconversion into
stock (Section 95).

Notice of increase of share Permanent
capita/ (Section 97),

Notice of increase of mombers Permanent
(Section 97).

Order of Court confirming re- Permanent
duction of share capital and
certified copy of the order and
minute (Section 103).

. Copy of order of Court regarding Permanent
cancellation or variation of
shareholders' right (Section 107).

. Notice of Receiver/Manager on Permanent
so ceasing (Section J 37).

. Notice of appointment of Permanent.
Receiver/Manager (Section 137).

, Notice of situation of registered Permanent
office and any change therein
(Section 146).

. Notice of rectification of regis- Permanent
tor of members (Section 156).

. Notice of the situation of office Permanent
whore a foreign register is kept
or any changes therein [Section
157(2)].

. Statutory Report (Section 165) Permanent

, List of unclaimed Dividends Permanent
Form No. 1-Rule 3(5) of the
Companies Unpaid Dividend
(Transfer to General Revenue
Accounts of the Co. L.ral Govern-
ment) Rules, 1978 (Section 205A).

i. Notice of address at which Permanent
books of accounts are main-
tained [Section 209(1)].

1

21.

22.

23.

24.

25.

26.

27

28,

29.

M,

31.

32.

33,

34

35

36

37

2 3

Annual Balance Sheet and pro- Permanent
fit & Loss Accounts (Section
220).

Copy of order of Court regard- Pormanont
ing compromises and arrangc-
monts with creditors and mem-
bers and copy of orders in
Appeal [Section 391(3)].

Copy of orders of Court relating Pornianunt
to reconstruction and amalga-
mation of companion [Section
394(3)].

Schema or contract involving Permanent
transfer of shares [Section 395
(4A)(a)(i)]

Notice of Dissenting shareholders Permanent
(Section 395).

Order of Amalgamation (Section Permanent
396).

Copy of orders of Court for Permanent
alteration of Memorandum and
Articles of Association, under
section 397 or section 398.

Abstract of R&Miver Accounts Ponnanent
(Section 421) Register of Remit-
tancos into and withdrawal
from Roserve Bank of India.

Statement of unclaimed dividends Permanent
(Section 555).

. Certifiod copy of Courts order, Permanent
declaring dissolution to be void
[Section 559 (2)].

, Registration of Existing Com- Permanent
panles-copy of Resolution (Sec-
tion 565).

. Registration of Existing Com- Permanent
panies List of members [Section
567(a)].

. Registration of Existing Com- Permanent
panies—Statement of particulars
to be filed [Section 567(c)].

Application by an existing Joint Permanent
stock company for registration
as a Limited/Unlimited com-
pany (Section 568).

. Application by an existing Com- Permanent
pany (not being a Joint Stock
Company) for registration as a
limited/unlimited company (Sec-
tion 568).

. Registration of Existing Com- Permanent
panics List of directors etc.
[Section 568(a)].

Registration of an Existing Permanent
Company Declaration form
(Section 569).
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SCMI'DULC IF

[See rule 5]

N.

1

:i

4,

5,

r,.

7,

K.

0.

10.

11.

12.

13.

14.

15.

16.

o. Name of document Period of Preservation

2 3

.. Declaration of compliance with 10 yoars
requirements- of (lie Aci by an
Advocate, Attorney, Pleader,
or Director, Managing Director,
Secretaries and Treasurer ,
Manager, or Secretary named
as such in tlio articles [Section
33(2)].

'.. Return of deposit filed under 8 years
section 58-A under rule 10 of
Companion (Acceptance of De-
posits), Rules, 1475.

. Copy of advertisement or state- 8 years
ment in lieu of Advertisement
under section 58-A (undor rule
4/4Aibid).

. Return of allotment of shares 5 years
[Section 75(1 Xa)].

Contract of allotment of shares 5 years
fully or partly paid up other-
wiso than in cash and verified
copies of such contract JSec-
tion 75(l)(b)].

Prescribed particulars in con- 3 years
tracts not reduced to writing
[Section 75(2)1.

Statement disclosing amount of 5 yra-.-s
rate percent of the commission
of subscribing for shares where
they are nut offered to the public
for subscription (Section 76).

, Particulars of mortgages (Sec- 10 years after satis-
lion 125). faction of charges,

Particulars of charge on a pro- 10 yoars after satis-
perty acquired subject to charge faction of charges.
(Section 127).

Registration of C-M issue of One year aft:r redemp -
seviijs of debentures (Section 128) lion of debentures.

Registration of delxnuircs in One year after red'imp-
more th'.m one siru's (Proviso ti"n uf debentures .
to section IZK).

Particulars of commission on J years
debenture11.

Particulars of modification of 10 years after smi>.-
charge (section 135). faction of charge.

Memorandum of satisfaction of 10 years after satis-
charge (Section 138). faction.

Declaration before commencing One year after issue
business by a company issuing of certificate by the
a prospectus (Section 149(1)] Registrar.

Declaration before commencing -do-
business by a company, issuing
a statement in lieu of prospectus
[Section 149(2)].

i

17.

IS.

19.

20.

21.

i ?

2.1.

24.

25.

2ft.

27.

28.

29.

30,

31. 1
(

[

32. 1
c
[

33, I
s
\

34. C
ft

ii

i

::

Annual Return of numbers of a. 5 years or the riling of
company, having share capital the next return whichever
(section 159). is later.

Annual return of members of a 3 years or the filing of
company not having share capi- the next return which
tal (Section 160). ever is later.

Return under section 1H7-C. 8 years

. Registration of Resolution and 5 years
Agreements (Section 192).

Notice of Auditor [Section 224 3 years
0>],

Consent of candidates for direC- 10 years
torship to b; filled with the Re*
gistmr. [Section 264(2)],

List of persons, consenting to be 10 years
director. [Section 266(4)].

Consent form of Directors [Sec- 10 year-,
lion 266(1 )(a)] and affidavit re-
garding the shares registered in
the name of a director [Section
266(1 )(b)(iv)]

Undertaking of directors to take 10 years
qualification shares [Section 266
(l)(b)(iii)] and declaration of
qualification shares held by a
director (Section 271),

Particulars of Directors etc. 5 years
[Section 303(2;].

Copy of winding up order by 5 years from the date
Court [Section 445(1)]. of the dissolution or

one year after an
application is rejected
under section 559 of
the Companies Act,
1956.

Audited Accounts of Official -do-
Liquklatori [Section 462(4)].

Copy o[ order of Court staying -do-
winding up [Section 466(3)]

Copy of the order of dissolution 5 years from the date
nf a company by Court [Section of the dissolution or
481(2)]. one year after an appli-

cation is rejected under
Section .159 of the Com-
panies Act, T>56,

[},iclaration of solvency in the -do-
;ase of voluntary winding up
Section 488(2)(a)].

Notice of appointment of Liqui- -do-
lator in voluntary winding up
Section 493(1)].

Return of final meeting and dis- -do-
olution in the case of Members'
Vinding up [Section 497(3)].

*opy of order of the Court dc- -do-
jrring the date of dissolution
i the case of Members' winding
ip[Section 497(6)].
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1

35.

36.

37.

2

Winding up notice of Creditors'
resolution [Section 503(1)]

Copy of order of the Court de-
ferring date of dissolution in
Creditors' winding up [Section
509(1)].

Return of final meeting and dis-
solution in the case of Creditors'
winding up [Section 509(3)].

5 years from the date
of the dissolution or
one year after an
application is rejected
under Section 559 of
the Companies Att,
1956.

-do

-do-

1 2

3t. Notice by Liquidator of his
appointment by Court in the
case of voluntary winding up
[Section 516(1)].

39. Liquidators' Statement of
Account [Section 555(])(b)]

40. Registered documents relating
to Companies struck off under
section 560(5) together with
correspondence [Rule 4(3)].

41. Any other registered document
not specified above.

1

3

5 years from the date
of the dissolution or
one year after an
application is rejected

under Section 559 of
die Companies Act,
1956.

-do-

21 years

3 years

[File No. 2/19/83-CL.V
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