@, ] MINISTRY OF . .
M [ corRPORATE Instruction Kit for Form No. DPT-3
@ uAffAlas (Return of deposits)

Table of Contents

1  PART I - LAW(S) GOVERNING THE WEBFORM.........oiiiiiiiiicci e 3
1.1 Purpose of the WEDFOIM .. ... oo e 3
1.2 Important Check Points while filling up the webform.................cooii i, 3

2 PART Il — ACCESSING FORM NO. DPT-3 APPLICATION. .....cciiiiiiiiii e 4
2.1 Application Process for FOrm NO. DPT-3 .. ... e 4

2.1.1 INTETAL SUDMISSION ... e e et 4
2.1.2 RESUDMISSION ...ttt e e ettt e e e e e e eeatt e e e e eeeaba e e eeeeees 5

3 PART HI = INSTRUCTIONS TO FILL THE WEBFORM .......ccuvviiiiiiiiiiiiiiiiieeeeeeeeeeee e 7
3.1 Specific Instructions to fill ‘Form No. DPT-3" at Field Level...........cccooooiiiiiiiiiiiniinnn, 7
3.2 Other mstructions to fill ‘Form NO. DPT-3"... ... 11

4  PART IV - KEY POINTS FOR SUCCESSFUL SUBMISSION........ccccoiiiiiiiiiiieeieeee 12
A1 FRB TUIES. ..ottt 12

4.1.1 Companies (Registration offices and Fees) Rules, 2014 ...........cooevvviiieeeiiiiiiiineeeeeeeinnn 13
4.2 PIOCESSING Ty . ittt 14
O T O 1) U TSP 14

Compliance Calendar LLP

1|Page



Compliance Calendar LLP


@, [X] MINISTRY OF . .
M [ corRPORATE Instruction Kit for Form No. DPT-3
(ib uAf‘FAles (Return of deposits)

ABOUT THISDOCUMENT

This Instruction Kit is designed as a step-by-step guide to assist the user in filling up the webform. This document
provides references to law(s) governing the webform, guidelines to access the application, instructions to fill the
webform at field level and important check points while filling up the webform along with other instructions to fill
the webform.

User is advisedto refer to the respective instruction kitfor filing ofwebform.

Thisdocument is divided into following sections:

ﬁf Partl- Law(s) governing the webform

Partl1l — Accessing FormNo. DPT-3 application

Partlll - Instructionsto fill the webform
Gm
W&, PartlV—Key pointsfor successful submission

Click on anysection link to refer to the particular section.
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1 PARTI-LAW(S)GOVERNING THE WEBFORM

Pursuantto Rule 16 and 16A of the Companies (Acceptance of Deposits) Rules, 2014.
1.1 Purpose of the webform

A company other than a government company is required to file return of deposits in webform DPT-3 in respect of
deposits accepted by the company, with the RoC onorbefore 30thday of June every year, furnishingall information
therein ason the 31stday of March ofthatyear duly audited by the auditor of the company. Also, a onetime return
of outstanding receiptof money orloanby a company butnotconsidered as deposits, in terms of clause (c) of sub -
rule 1 of rule 2 from 1 April, 2014 to 31 March 2019, shall be filed within ninety days from 31 March 2019 along
with fee as provided in the Companies (Registration Offices and Fees) Rules, 2014.

1.2 Important Check Points while filling up the webform

Please readinstructions and guidelines carefully before filling online application forms.

Please attach the required mandatory supporting documents inthe specified format only.

Please ensure thatapplicant of the webformis registered at MCA portal beforefiling thewebform.

DN N NN

Please note that the Company for which thewebformis beingfiled shall be registered with MCA andshall

haveavalidCIN.
Please ensure thatthe signatories havean approved DIN or valid PAN or valid Membership number.

AN

Please ensure thatthe business user is associated with the company or authorized bythe company to e-file

on itsbehalf (applicable to other Business user).

v Please ensure thatthe DSC attached in the webformis registeredon MCAportal against the
DIN/PAN/Membership number as provided in the webform.

v Please note that the signing authority of thewebformshall have valid and non-expired/non-revoked DSC.

v Please note that the form shall not be signed by a Director/ Manager/ Company Secretary/ CEQ/ CFO of
the company inrespect of whom Form DIR-12/ 32is pending for processing.

v Please ensure that DIN shall not be flagged for disqualification ofdirector.

v Please note that no other DPT-3 webformshouldhave already been filed by the user for the financial year
entered inthe field number 8 (a) i.e. “Periodforwhich returnisbeing filed ”.

v Please ensure that the amounts entered in the webform shall match with the amounts provided in the “List
of depositors ” attachment.

v If the space withinanyof the fields is notsufficientto provideall the information, thenadditional details
can be provided as an optional attachment to thewebform.

v’ Please check for any alertsthat are generated using the “Notifications and alerts” function under the My

Workspace’pagein the FOuser dashboard onthe MCA website.
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PART Il - ACCESSING FORM NO. DPT-3 APPLICATION

. DPT-3

2.1

Application Process for FormNo. DPT-3

2.11 Initial Submission

2111 Optionl

STEP 1: Access MCA homepage

STEP 2: Login to MCA portal with valid credentials
STEP 3: Select “MCA services” and further select “E-Filing”
STEP 4: Select “Company Forms Download”

STEP 5: Navigate to theheader “Deposits related filings”
STEP6: Access “Form No. DPT-3 (Return of deposits)”
STEP 7:Enter Company |nformation?

STEP 8: Search CIN usingthesearch option (optional)?
STEP 9: Select CIN from the dropdown option (optionaly*
STEP 10: Fill up the application

STEP 11: Save the webformasa draft (optional)s

STEP 12: Submit the webform

STEP 13: SRNis generated uponsubmission of webform (The SRN canbe used by the user forany future

correspondence with MCA)
STEP 14: Affix the DSC
STEP 15: Uploadthe DSC affixed pdfdocument onMCA portal

STEP 16: Pay Fees (In case the user does not successfully upload the DSC affixed PDF within 15 days of SRN
generationand complete the payment within 7 days of successful upload of DSC affixed documentor due date
of filing of the webform + 2 days, whichever is earlier, the SRN will be cancelled.)

STEP 17: Acknowledgement email is generated

2112 Option2
STEP 1: Access MCA homepage

STEP 2: Access Form No. DPT-3 throughsearchbaron MCA homepage (website search)®

STEP 3: Login to MCA portal with valid credentials
STEP 4: Enter Company Information?

STEP 5: Search CIN using thesearch option (optional)3
STEP 6: Select CIN from the dropdown option (optional)*

STEP 7:Fill up the application
STEP 8: Save the webform as a draft (optional)®

In case Option 1 is selected, the user will havean optionto either login immediately after accessingthe MCA homepage, orl ogin after selecting “Filing of

Resolutions and agreements to the Registrar” in case the user is not already logged in.

2In case the user filling the webform is a Company user then, CIN and Company name will be auto- populated based on the user id from which the user logsin.
3In case the user filling the webformis a Professional user, a search option will be provided on the page allowing the user to search for CIN basis name of Company.
*In case the user filing the webformis any other business user, a dropdown option containing a list of all the CIN’s and corresponding Company name for Companies

where the user isassociated shall be displayed.
® The optiontosave the webform as a draft shall be enabled once the user enters the “CIN”.

©In case Option 2 is selected, theuser will have an option to either login immediately after accessing the MCA homepage orlogin after performing the website search.
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STEP 9: Submit the webform

STEP 10: SRNis generated upon submission of webform (The SRN can be used by the user forany future
correspondence with MCA)

STEP 11: Affixthe DSC

STEP 12: Uploadthe DSC affixed pdfdocument onMCA portal

STEP 13: Pay Fees (In case the user does not successfully upload the DSC affixed PDF within 15 days of SRN
generationand complete the payment within 7 days of successful upload of DSC affixed documentordue date
of filing of the webform +2 days, whichever is earlier, the SRN will be cancelled.)

STEP 14: Acknowledgement email is generated

2.12 Resubmission

2121 Optionl

STEP 1: Access MCA homepage

STEP 2: Login to MCA portal with valid credentials

STEP 3: Access application history through user dashboard

STEP 4:Navigate to theheader “Deposits related filings”

STEP 5: Select DPT-3 application with status as ‘Resubmission required’

STEP5: Fill up the application

STEP 6: Save the webform asa draft (optional)

STEP 7: Submit the webform

STEP 8: SRNis updated

STEP 9: Affixingof DSC

STEP 10: Uploadthe DSC affixed pdf document on MCA portal’

STEP 11: Resubmission of webform (In casethe user does not complete re-submission of the form and upload
the DSC affixed pdf document within 24 hours of the SRN update, a SMS and email reminder will be sent to
the userdaily for 15 days OR tillthe time this is submitted, whichever is earlier)

STEP 12: Acknowledgementemail is generated

2122 Option2

STEP 1: Click on the link provided in the notification email sent (received for resubmission)
STEP 2: Login to MCA portal with valid credentials

STEP 3: Fill up the application

STEP 4: Save the webform asa draft (optional)®

STEP 5: Submit the webform

STEP 6: SRNis updated

STEP 7: Affixingof DSC

STEP 8: Upload the DSC affixed pdf documenton MCA portal”

"For the SRN’s that are marked ‘Resubmission required’, the useris required to update the details in the webform and complete submission (including the upload of
DSC affixed pdf) within 15 days from the date the BO user has sent the SRN back for resubmission.
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STEP 9: Resubmission of webform (In casethe user does not complete re-submission of the form and upload

the DSC affixed pdf document within 24 hours of the SRN update, a SMS and email reminder will be sent to
the userdaily for 15 days OR tillthe time this is submitted, whichever is earlier)
STEP 10: Acknowledgement email is generated
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3  PART I - INSTRUCTIONSTOFILL THEWEBFORM

3.1  Specific Instructionsto fill ‘Form No.DPT-3’atField Level

Instructions to fill ‘Form No. DPT-3" are tabulated below at field level. Only important fields that require detailed
instructions are explained. Self-explanatory fields are not explained.

1 Corporate ldentity Number i.  Incaseof company users, CIN of company shallbe pre-
(CIN) filled basedon the userid.

ii. Incaseof professional users, a search option shallbe
provided tosearchthe CIN basis the company name.
either fullnameof thecompany or partial name canbe
used to searchthecompany.

iii. In case of other business users, a dropdown option is
provided containing the list of CIN with which the user is
associated.

2(@) Name of the company These fields shallbe pre-filled based on the CIN entered by the user

in field number 1 i.e., “Corporate Identity Number (CIN)” and shall
be non-editable.
2(b) Registered office address

2(c) emailid

3 Purpose of the Form i.  Select the purpose for which the webform is being filed
from the radio buttons.
ii. Please note that only one option can be selected.
5 Whether the company is a i.  Select‘Yes’ or ‘No’ from the radio buttons.
government company ii. In case “Yes’ is selected in this field, however the company
is not a government company as per MCA records, an
informational message shall be displayed.

iii. Incase ‘No’is selected in this field, however the company
is a government company as per MCA records, an
informational message shall be displayed.

7 Whether deposits have been i. This field shall be enabled and mandatory only if either of
accepted from public? the options ‘Return of Deposit’ or ‘Return of Deposit and
particulars of transactions by a company not considered as
deposit’ is selected in field number 3 i.e. “Purpose of the
Form”.
ii. Select “Yes’ or ‘No’ from the radio buttons.

iii. “Yes' cannotbe selected in this field if the type of company
is a private company.

8(a) Period for which return is Please note that date entered in this field cannot be a date other
beingfiled (DD/MM/YYYY)  than 31 March.

Compliance Calendar LLP
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8 (b)

8(c)

10 (@)

10 (b)

12 (a)
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Date of issue of advertisement
or circular (DD/MM/YYYY)

Date of expiry of validity of

advertisement or circular
(DD/MM/YYYY)
Total number of deposit

holdersason 1st April

Total number of deposit
holders at the end of financial
year

Amount of deposits that have
matured butnotclaimed

This field shall be enabled and mandatory only if either of
the options ‘Return of Deposit’ or ‘Return of Deposit and
particulars of transactions by a company not considered as
deposit’ is selected in field number 3 i.e. “Purpose of the
Form”.

This field shall be mandatory in case date entered in field
number 8 (a) i.e. “Period for which return is being filed
(DD/MM/YYYY)”ison orafter1 April2014.

This field shallbe optional in case of Private Company.
Please ensure that the date entered in this field shall be less
than orequalto the system date.

Please ensure that the date entered in this field shall be
greaterthanincorporation date of company.

Please ensure thatthe date entered in this field shall be equal
to or greaterthan the date mentioned in GNL-1 application
forwhich SRN s provided in field number 17 i.e. “SRN of
GNL form in which DPT-1 is filed”.

This field shall be displayed and mandatory only if either
‘Resolution(s)’ or 'Postal ballotresolution (s) under Section
110 (a)'is selected in field number 3 i.e. “Registration of”’
and date is entered in field number 8 (b)i.e. “Date of issue
of advertisement or circular (DD/MM/YYYY)”.

Please ensure thatthedate entered in this field shall be equal
to or greaterthan the date entered in field number 8 (b) i.e.
"Date of issue of advertisementor circular".

Thisfield shall be optional in case of Private Company.

This field shall be enabled and mandatory only if either of
the options ‘Return of Deposit’ or ‘Return of Deposit and
particulars of transactions by a company not considered as
deposit’ is selected in field number 3 i.e. “Purpose of the
Form”.

Please ensure that the number entered in this field shall be
greaterthanorequalto zero.

This field shall be enabled and mandatory only if either of
the options ‘Return of Deposit’ or ‘Return of Deposit and
particulars of transactions by a company not considered as
deposit’ is selected in field number 3 i.e. “Purpose of the
Form”.

Please ensure that the number entered in this field shall be
greaterthanorequal to zero.

This field shall be enabled and mandatory only if either of
the options ‘Return of Deposit’ or ‘Return of Deposit and
particulars of transactions by a company not considered as
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12 (b)

13 (@)

13 (@)

14

16 (c)
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deposit’ is selected in field number 3 i.e. “Purpose of the
Form”.

ii. Numberentered in this field shall be greater than or equal to
zero.

iii.  Amountentered in this field shall be less than or equal to
the amount entered in field number 11 (e) i.e. “Balance of
deposits outstandingat the end of theyear”.

Amount of deposits that have i.  This field shall be enabled and mandatory only if either of

matured and claimed but not the options ‘Return of Deposit’ or ‘Return of Deposit and

paid particulars of transactions by a company not considered as
deposit’ is selected in field number 3 i.e. “Purpose of the
Form”.

ii. Please note that the number entered in this field shall be
greaterthanorequal to zero.

iii.  Amountentered in this field shall be less than or equal to
the amount entered in field number 11 (e) i.e. “Balance of
deposits outstanding at the end of theyear”.

Amountof deposits maturing i.  These fields shall be enabled and mandatory only if either
onorbefore 31stMarchnext of the options ‘Return of Deposit” or ‘Return of Deposit and
year

particulars of transactions by a company not considered as
deposit’ is selected in field number 3 i.e. “Purpose of the
Form”.

ii. Please ensure that the Nnumber entered in these fields shall
be greaterthanorequal to zero.

iii.  Amountenteredin thesefields shall be lessthanorequal to
the amount entered in field number 11 (e) i.e. “Balance of
deposits outstandingat the end of theyear”.

SRN of CHG-1/CHG-9 filed i.  This field shall be enabled and mandatory only if either of

forcreationof charge the options ‘Return of Deposit’ or ‘Return of Deposit and
particulars of transactions by a company not considered as
deposit’ is selected in field number 3 i.e. “Purpose of the
Form” and amount entered in field number 11 (c) (i) i.e.
“Secured deposits” is greater than zero.

ii. Please ensure that SRN entered in this field shallbe a valid
SRN of CHG-1/CHG-9 webform and shall be associated
with the CIN.

Date of obtaining credit rating i.  This field shall be enabled and mandatory only if either of
the options ‘Return of Deposit’ or ‘Return of Deposit and
particulars of transactions by a company not considered as
deposit’ is selected in field number 3 i.e. “Purpose of the
Form” and ‘Yes’ is selected in field number 7 i.e. “Whether
deposits have been accepted from public?”.

ii. Please notethat dateentered in this field shallnotbe greater
than the system date.

and following next year
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Attachments

Copy of trustdeed

List of depositors (excel
format)

Optional attachment(s) - if any

Declaration

Declaration
Auditor

by Statutory

I am authorised by the Boardof
Directors of the Company vide
resolution

number...................
dated ........cooiiiiiinil, to
sign this form .. all the

information given herein above
is true, correct and complete
including the attachments to
this form and nothing material
hasbeen suppressed.

To be digitally signed by
Designation

Director identification number
of the director; or DIN or PAN
of the manager or CEO or
CFO; or Membership number
of the Company secretary

iil. Please note that date entered in this field shall not be older
than 12 months from the date of filing of this webform.

All the attachments shall be either in pdf or.jpg format. The size of
each individual attachment canbe up to 2MB.

This attachment shall be mandatory to attach in case either of the
options ‘Return of Deposit’ or ‘Return of Deposit and particulars of
transactions by a company not considered as deposit’ is selected in
field number 3 i.e. ‘Purpose of the Form’ and if SRN of CHG-
1/CHG-9isprovidedin field number14 ie.“SRNof CHG-1/CHG-
9 filed for creation of charge”.
This attachment shall be mandatory to attach in case either of the
options ‘Return of Deposit’ or ‘Return of Deposit and particulars of
transactions by a company not considered as deposit” is selected in
field number 3 i.e. “Purpose of the Form” and if a value greater than
zero is providedin field number 11 (e)i.e.i.e. “Balance of deposits”.

i. Thisfield can be used to provide any otherinformation.

ii. Please note that the user has an option to upload up to five

optional attachments.

i.  Statutory auditoris required to file declaration regarding
‘Particularof deposits and 'Particulars of liquid assets'
ii. ‘Chartered Accountant’ shall be automatically pre-filled in
‘Designation’
iii. Please note that only Membership number shall be allowed
to enterin this field.

Enter the serial number of the resolution, authorising the authorised
signatory to sign and submit the application.

i. Please ensure that the date entered in this field shall be less
than orequalto the system date.

ii. Please ensure that the date entered in this field shall be
greater than or equal to the date of incorporation of the
company

Select the relevant option from the dropdown list — Director/
Manager/ Company Secretary/ CEOQ/CFO.
i. In case the person digitally signing the webform is a
Director - Enterthe approved DIN.
ii. In casethepersondigitally signing the webform is Manager,
Chief Executive Officer (CEO) or Chief Financial Officer
(CFO) - Enterapproved DIN or valid income-tax PAN.
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iii. In case the person digitally signing the webform is
Company Secretary — Enter membership number (in case of
otherthan Section 8 company) and enter either membership
number/ PAN (in case of Section 8 company).

3.2  Other instructionsto fill ‘FormNo. DPT-3’

Choose File

Remove

Download

Save

Submit

11| Page

iv.

Click the “Choose File” button to browse and select a document that is
required to be attached.asa supportingto ‘Form No. DPT-3".

Thisis an optional field.

All the attachments should be uploadedin pdfor .jpg format. The total size
of the documentbeing submitted canbe up to 10 MB.

The user has an option to attach multiple files as attachments within the
webform.

The user has an option to remove files from the attachment section using the
“Remove” optionprovided against each attachment.

The user has an option to download the attached file(s) using the “Download”
option provided againsteach attachment.

Click on Save button for savingthe application in a draft formatany given
pointin time prior to submitting the webfom.

The ‘Save’ option will be enabled only after enteringthe ‘CIN’.

Thisis an optional field.

On saving the webform, all the information filled in the webform will be
saved and canbe edited/updated till the time webform is submitted.

The previously saved drafts can also be accessed (at a later point in time)
usingthe application history functionality.

Thisis a mandatory field.

When the user clicks on the submit button the details filled in the webform
are auto saved and the system verifies the webform. Incase errors are
detected the user will be taken back to webform and all the relevant error
messages shall be displayed.

In case at the submission of webform no errors are detected by the system
the submission will be successful.
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4 PART IV - KEY POINTSFORSUCCESSFUL SUBMISSION

41 Feerules

S# Purpose of Normal Fee Additional (Delay Logic for Additional Fees

webform Fee) EventDate Time limit (days)
forfiling

1 Onetime Return  The Companies Refer Table 2 Within90days  N/A
fordisclosure of (Registration offices from 31stMarch
details of and Fees) Rules, 2019
outstanding 2014 (Refer Table 1
moneyorloan below)

received by a
company butnot
consideredas
depositsin terms
of rule 2(1)(c) of
the Companies(
Acceptanceof
Deposits) Rules,
2014

2 Return of (Registrationoffices  ReferTable 2 30th Juneof N/A
deposits’ or and Fees) Rules, every year
‘Particulars of 2014 (ReferTable 1
transactionsbya below)
company not
consideredas
depositasper
rule 2 (1) (c) of
the Companies
(Acceptance of
Deposit) Rules,
2014’ Or ‘Retum
of Depositand
Particulars of
transactions by a
company not
consideredas
deposit’
Fee payable is subject to changes in pursuance of the Act, or any rule or regulation made, or notification issued
thereunder.
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411 Companies (Registration offices and Fees) Rules, 2014

Table1
Normal filing fee

In case of company having share capital

Nominal Share Capital (INR) Fee
applicable
(INR)
200

Lessthan 1,00,000
2 1,00,000to04,99,999 300
3 5,00,000t024,99,999 400
4 25,00,000t099,99,999 500
5 1,00,00,000 ormore 600

In case of company not having share capital

Normal Fee applicable (INR)

200

Table 2
Additional Feesin case of delay in filing of webforms

S# Period of delay Additional feeapplicable (INR)

1 Upto30days 2 times of normalfiling fees
2 More than 30daysand upto 60 days 4 times of normalfiling fees
3 More than 60daysand upto 90 days 6 times of normal filing fees
4 More than 90daysand upto 180days 10 times of normal filing fees
5 More than 180 days 12 times of normal filing fees

Compliance Calendar LLP
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4.2
DPT-3 webform shallbe processedin Non-STP mode in case purpose of filing the form is either ‘Return of Deposits’

Processing Type

or ‘Return of deposit and particulars of transactions by a company notconsidered as deposit’.

Thiswebform shallbe processed in STP mode in case purpose of filing the form is either ‘Onetime Return for
disclosure of details of outstandingmoney or loan received by a company but notconsidered as deposits in terms of
rule 2(1)(c) of the Companies (Acceptance of Deposits) Rules, 2014 or ‘Particulars of transactionsby a company not
consideredas deposit asperrule 2(1)(c) of the Companies (Acceptance of Deposit) Rules, 2014’ and this webform
shallbe taken onrecord through electronic mode withoutany further processing. Ensure that all particulars in the
webformare correct. There isno provision for resubmission of this webform.

4.3  Usefullinks

1. Linktoaccess FormNo.DPT-3: https://www.mca.gov.in/content/mca/global/en/mcal/e-filing/company-
forms-download.html
2. FAQs related to e-filing: https://www.mca.gov.in/MinistryV2/efiling.html

3. PaymentandFee related Services: https:/www.mca.gov.in/MinistryV2/paymentservices.html

4. List of depositors excel format:

List of Depositories

Basic details of depositors Particulars of deposits

1 2 3 4 5 6 7 8 9
S.No [ Name of Address of Amount of deposits Amount | Balance of Amount Amount | Amount of
depositor(s) | depositor(s) [ accepted during the of deposits of interest | of interest
year deposits | outstanding | due on interest | payable on
repaid at the end deposits paid on deposits at
Seanreal | Ueaaines during of year deposits | the close of
deposits | deposits the year | (3+4-5) financial
year (7-8)
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