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Instruction Kit for Form No. PAS-6

(Half yearly return for reporting of shares held in Demat form)

ABOUT THIS DOCUMENT

This Instruction Kit is designed asa step by step guide to assist theuser in filling up the webform. This document
provides referencesto law(s) governing the webform, guidelines to access theapplication, instructions to fill the

webformatfield levelandimportant 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:

%
—  Partl- Law(s) governingthe webform

Part I1- Accessing the Form No. PAS-6 application

&% Part 111 - Instructions to fill the webform

\;\Fd Part 1V — Key points for successfulsubmission

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

11

1.2

A N N NN

Pursuant toSubRule 8 of Rule 9A of The Companies (Prospectus and Allotmentof Securities) Rules, 2014.

Purpose of the webform

The Company Act requires that every unlisted public company governed by the rules shall submit this form to the
Registrarwithin sixty days from the conclusion of each half year duly certified by a company secretary in practice
orchartered accountant in practice. This webform aimsto simplify theprocess filing the ‘Reconciliation of Share
Capital Audit Report’ by an Unlisted Public company to the Registrar of Companies (RoC) through PAS-6 form.

Important Check Pointswhile 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 as Business user at the MCA portal beforefiling
thewebform.

Please note that the companyfor whichthewebformis being filed shallbe registered with MCAandshall
haveavalidCIN.

Please ensure thatthe DSC attached inthe webformis registered on MCA portal against the DIN/PAN/
Membership number as provided in the form.

Please ensure theauthorized signatories ofthe company shall havean approved DIN or valid PAN or
valid Membership number asapplicable.

Please ensure the person (s) signing the formshall have validand non-expired/ revoked DSC.

Please ensure that DIN entered in verification section of the formis notflagged for ‘disqualification’.
Please check that PAS-6 formhasnot been filed for said reporting period.

Please note that Nidhi Company, Government Company or Listed Company arenot

requiredto file PAS-6form.

Please ensure thatthe Membership number and/or certificate of practice number of the

professional certifyingtheformisa valid membership/certificate of practicenumber as

existingin thedatabase for that respective category of the professional and further they

shouldnot bedebarred.

If the spacewithinany ofthefields is notsufficient to provide all the information, then additional details can
be providedasan optional attachment to the webform.

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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Il - ACCESSING THE FORMNO. PAS-6 APPLICATION

2.1

Application Process for FormNo. PAS-6

211 Initial Submission

2111 Optionl

STEP 1: Access MCAhomepage

STEP 2: Loginto MCA portal with valid credentials:

STEP 3: Select “MCA services” and further select “E-Filling”

STEP 4: Select “Company Forms Download”

STEP 5: Navigate to the header “Intimation regarding allotment of securities”

STEP5: Access “Halfyearly return for reporting of shares held in Dematform (PAS-6)”

STEP 6: Entercompany information?

STEP 7: Search CIN usingthesearch option (optional)?

STEP 8: Select CIN form thedropdown option (optional)*

STEP 9: Fill up the application

STEP 10: Savethewebformasa draft (optional)®

STEP 11: Submit the webform

STEP 12: SRNis generated uponsubmissionof webform (The SRN can be used by the user forany future
correspondence with MCA.)

STEP 13: Affix the DSC

STEP 14: Uploadthe DSC affixed pdfdocument onMCA portal

STEP 15: Pay Fees (In casethe 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 form + 2 days, whichever is earlier, the SRN will be cancelled)

STEP 16: Acknowledgement is generated

2112 Option2

STEP 1: Access MCAhomepage

STEP 2: Access PAS-6 through searchbaron MCA homepage (website search)e
STEP 3: Login to MCA portal with valid credentials

STEP 4: Entercompany Information?

STEP 5: Search CINusingthesearch option (optional)?

STEP 6: Select CIN form the dropdown option (optional)*

STEP 7: Fill up the application

STEP 8: Savethe webformasa draft (optional)®
STEP 9: Submit the webform

L IncaseOptionlisselected, theuserwill havean optiontoeither login immediatelyafter accessingthe MCA homepage, or login after selecting“Half yearly return for
reporting of shares held in Demat form”in case the user is not already logged in.

2In case the user filling thewebform isa company user then, CIN and company name will be auto populated based on the user id fromwhich the user logsin.

3 In case the user filling the webform is a Professional user, a search option will be provided on the page allowing the user to search for the CIN basis the name of
the company.

4 1n case the user filing thewebform isany other business user, a dropdown option containing a listof all the CINs’ and corresponding company name for
companies where the user is associated shall be displayed

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

STEP 11: Affix the DSC

STEP 12: Uploadthe DSC affixed pdfdocument on MCA portal

STEP 13: Pay Fees (In casethe 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 form + 2 days, whichever is earlier, the SRN will be cancelled)

STEP 14: Acknowledgement is generated

5 The optionto save the webform as a draft shall be enabled once the user enters CIN.
61n case Option 2 isselected, the user will have an option to either login immediately after accessing the MCA homepage or login after performing the website search
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3 PART I - INSTRUCTIONSTOFILL THE WEBFORM

3.1  Specific Instructionsto fill Form No. PAS-6 at Field Level

Instructions to fill ‘PAS-6’ are tabulated belowat field level. Only important fields that require detailed
instructions are explained. Self-explanatory fields are not explained.

Field Field Name Instructions
&
1 Company Information i.  Incaseof company users, CIN of company shallbe pre-
Corporate Identity Number (CIN) filled basedon the userid.

ii.  Incaseof professional users, a search option shallbe
provided tosearchthe CIN basis the company name.
either fullnameof thecompany or partialname 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.
iv.  Pleaseensure thatthe CIN enteredshall be in correct format
anda valid CIN
2 (@) Name of the company These fields shall be prefilled based on the CIN entered in field
2 (b) Addressof the registered officeof number 1 ie., “Corporate Identity Number” and shall be non-
the company editable.
2 (c) emaillDofthecompany
3 Period of Filing i.  The'From'date cannot exceed T-1 day, where T = last day
From (DD/MM/YYYY) of the last concluded semiannual period

ii. The 'from'date cannotbe 30th Septemberand 31st March.

iii. Please note that the semiannual period shall be 1st April
to 30th September of the same year and 1st Oct to 31st
March ofthe nextyear.

iv.  In casethe ‘From’ date entered is between 1st April to
29th September (both dates included), then, the 'To' date

3 To (DD/MM/YYYY) shallbe 30th September of the sameyear.

V. Incasethe ‘From’ date enteredis between 1st Octoberto

30th march (both dates included), then, the 'To' date shall

be 31st March.
4 Number of classes of shares / This field shall be prefilled as the sum of number of classes
securities available in the share capital master associated with the CIN

provided in field number 1 of the formi.e. Number of classes of
equity share capital + Number of classes of preference share
capital, as on 'To' date entered in field number 3 i.e. “Period of

filing”.
5(a) Detailsofshareasperclass The type of security i.e. 'Preference' or ‘equity’ shall be
Type of security automatically selected under this field as per the class of share

Compliance Calendar LLP
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Field  Field Name  Instructions
N[0}
available in the share capital master associated with the CIN
provided in field number 1 by the user.
5(b) Classofshares i.  This field shall be prefilled for the said class as available
in the share capital master associated with the CIN
provided in field number 1.
ii.  Thisfield shallbe non-editable to the user.

5() ISIN i.  Thisfield shallbe prefilled as perthe ISIN available in the
share capital master associated with the said class of
shares.

ii. In case the information is not prefilled the user shall
manually enter the information.

iii.  Please ensure to enter valid 12-digit alphanumeric ISIN
registered in India.

iv.  Further,the ISIN numbershall be updated against the said
classof share in the share capital master (if edited) by the
user.

5(d) Numberofshares i.  Enter the details of number of shares along with
percentage of total issued capital.

ii. Enter total number of shares which are held in

5(d)(i) Held in dematerialized form in dematerialized form.
CDSL iii. In case webform PAS-6 has been filed by the company
(associated with the CIN provided in field number 1) for
5(d)Gi) Held in dematerialized form in any of the previous reporting period, the valuein the said
NSDL cells shall be entered from latest PAS-6 (of previous
reporting period).

iv.  Thefieldscannotbe left blanki.e. userisallowed to enter
zero in the field. However, negative and decimal values
are not allowed.

v.  The value entered in these fields cannot be greater than
prefilled valuein field number Total no. of issued shares.

vi.  Totalnumberof dematerialized shares as entered in fields
5 (d) (i) i.e. “Held in dematerialized form in CDSL” and
5 (d) (ii) i.e. “Held in dematerialized form in NSDL”
cannot be greater than 'Total No. of Issued Shares as
available in the database forthe selected class of shares.

Vii. Kindly note that even if the value is prefilled, it shall be
editable to the user.
Viii. Kindly note that the value shallnot be prefilled if sum of

value entered in field ‘Held in dematerialised form n
CDSL'+ ‘Held in dematerialised form in NSDL’ > “Total
no. of issued shares’ or if value entered in ‘Held n
dematerialised form in CDSL' > value in 'Total no. of
issued shares or if value in 'Held in dematerialised form
in NSDL' > 'Totalno. of issued shares'.

5(f) <Column1>Number of shares
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" Field Name

<Row 12> - 'Number of share at
the end of the reporting period'

<Column 1>'Demat’
<Row 1>- 'Promoters’
<Row 2> - 'Directors’

<Row3>-'KMP'

<Column2>'Physical’
<Row1>- 'Promoters’
<Row 2> - 'Directors'

<Row3>-'KMP'

Attachments

Optional attachment(s) - if any

Verification

I am authorized by the Board of
Directors of the Company vide
resolution

~ Instructions

This field shall be prefilled as the number of shares as per
'Issued share capital available in the share capital master
associated with the CIN for the said class of share as on
'To' dateenteredin field number 3.

The usershallnot be allowedto edit this field.

Please ensure that number of shares at the end of the
reporting period match with the number of sharesat the
beginning of the reporting period adjusted for changes
duringthe reporting period.

The value entered in these fields cannot be greater than
total dematerialized shares in the said class as providedin
fields5 (d) (i) i.e. “Held in dematerialized form in CDSL”
and 5 (d) (i) i.e. “Held in dematerialized form in NSDL”.
The total dematerialized shares issued to Promoters,
Directors and KMPs cannot exceed total dematerialized
shares in the said class as provided in fields 5 (d) (i) i.e.
“Held in dematerialized form in CDSL” and 5 (d) (ii) i.e.
“Held in dematerialized form in NSDL”.

User is not allowedto enter a negative value in these fields
and usershallbe allowedto enter zero in these fields.

The value entered in these fields cannot be greater than
total dematerialized shares in the said class as provided in
fields 5 (d) (i) i.e. “Held in dematerialized form in CDSL”
and5 (d) (i) i.e. “Held in dematerialized form in NSDL”.
The total dematerialized shares issued to Promoters,
Directors and KMPs cannot exceed total dematerialized
shares in the said classas provided in fields 5 (d) (i) i.e.
“Held in dematerialized form in CDSL” and 5 (d) (ii) i.e.
“Held in dematerialized form in NSDL”.

User is not allowed to enter a negative value in these
fields.

All the attachments shall be either in pdf or .jpg format. The size
of each individualattachmentcan be upto 2MB.

This field can be used to provide any other information.

Please note thatthe user hasanoptionto upload up to five
optional attachments.

Please provide details in these fields.

Enter the number and date of board resolution authorizing the
signatory tosign and submit theeForm.

Date enteredin this field shall be less than orequal to system
date and shall be equal to or greater than the date of
incorporation.
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To bedigitallysigned by
Designation

Director identification number of
the director or Managng
Director; or DIN or PAN of the
manager/CEO/CFO; or
Membership number of the
Company Secretary

Certificate
professional
To bedigitally signed by
Chartered Accountant (in whole-

by  practicing

time practice) or Company
Secretary  (in whole-time
practice)

Whether Associate or Fellow
Membership number

Certificate of Practice number
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~ Instructions

i. Ensure the eForm is digitally signed by the Director,
Manager, CEO, CFO or Company Secretary.

ii. Thepersonsigningthe e-form should have registered his/her
DSC with MCA by using the following link
(Wwww.mca.gov.in). If not already registered, then please
register before signingthis form.

i. Incasethe person digitally signingthe eForm isa Director -
Enterthe approved DIN.

ii. In case the person digitally signing the eForm is Managgr,
Chief Executive Officer (CEO) or Chief Financial Officer
(CFO) - Enterapproved DIN orvalid income-tax PAN.

iii. In case the person digitally signing the eForm is Company
Secretary - Enter valid membership number.

i. Thewebformshallbe certified bya chartered accountant (in
whole-time practice) or company secretary (in whole-time
practice) by digitally signingthe webform.

ii. This field shall be pre-filled based on dropdown selected in
field ““.... <dropdown - (CA/CS)>..........” under verification.

Select the relevant category of the professionaland whether he/she
is an associate or fellow.

In case the practicing professional is a chartered accountant (in
whole-time practice), enter the membership number.

In case the practicing professional isa company secretary (in whole-
time practice), enter the certificate of practice number.
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3.2 Other instructionsto fill Form No. PAS-6

Choose File

Remove

Download

Save

Submit

10| Page

iv.

Click the ‘ChooseFile’ buttonto browseand select a document that is
required to be attachedas a supportingto Form No. PAS-6

Thisis an optional field.

Al the attachments should be uploaded in pdfor .jpg format. The total size
of the documentbeing submitted canbe up to 2 MB.

The userhasanoptionto attachmultiple files as attachments within the
form.

The userhasanoptionto remove files from theattachmentsection using the
“Remove” option provided against each attachment.

The userhasanoptionto download the attached file(s) usingthe “Download”
option provided againsteachattachment.

Click on Save button for saving the application in a draft form at any given
pointin time prior to submitting the webform.

Thisis an optional field and the ‘Save’ option will be enabled only after
enteringthe CIN.

On savingthe webform, allthe informationfilled in the webform will be
saved and canbe edited/updated till the time webform is submitted.

The previously saved drafts canalso be accessed (ata later pointin time)
usingthe application history functionality.

Thisis a mandatoryfield.

When the user clicks on the submit button the details filled in the webform
are auto saved and the system verifies all 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 atthe submission of webformno errors are detected by the system
the submission will be successful.
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4 PART IV - KEYPOINTSFOR SUCCESSFUL SUBMISSION

Feerules
Purpose of webform Normal Fee Additional | Logicfor Additional Fees |
(Delay Fee) Event Date Time limit
(days)for filing

Reconciliationof Share  Fee specified in Refer Table 2 Issue of second 60 days fromthe

?F?aF)Ig-a)}glrjlg/l)tt?yeB%ﬁtisted The Companies below or subsequent date of conclusion

Public Companies (Registrationof offerof securitics  of each half year
officesandfees) undera shelf (31*March /30"
Rules, 2014 prospectus September)
Refer Table 1
below

Fee payable is subject tochanges in pursuance ofthe Act, or any ruleor regulation made, or notificationissued
thereunder.

4.1.1 The Companies (Registration of offices and fees) Rules, 2014

Table 1

In case of company having share capital

Nominal Share Capital (INR) Normal Fee
applicable (I NR)

Lessthan 1,00,000

2 1,00,000t0 4,99,999 300
3 5,00,000t0 24,99,999 400
4  25,00,000t099,99,999 500
5 100,00,000 or more 600
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Table?2

Additional Fees in case of delay in filing of forms

S# Period of delay Additional fee payablefor Small LLPs (in INR)

1 Upto30days 2 times of normal fees
2 Morethan 30daysand upto 60 days 4timesof normal fees
3 Morethan 60daysand upto 90 days 6 times of normal fees
4 Morethan 90daysand upto 180days 10 timesof normal fees
5 Morethan 180 days 12 timesof normal fees

4.2 Processing Type

Form No.PAS-6 shallbe processedin STP mode and shall be taken onrecordthrough electronic mode without
any further processing. Ensure that all particulars in the form are correct. Thereis no provision for resubmission of
thiswebform.

4.3 Useful Links

1. Linktoaccess Form No.PAS-6: hitps://mww.mca.gov.in/Ministry\V2/companyformsdownload.html
2. FAQs related to e-filing: https://www.mca.gov.in/MinistryV2/efiling.html

3. Paymentand Fee related Services: https:/Amww.mca.gov.in/MinistryV2/paymentservices.html
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