
CH8.COMPANY CH8.COMPANY MEETING 2MEETING 2

Q.1 Q.1 A. Select the correct answer from the options given below and rewrite theA. Select the correct answer from the options given below and rewrite the
statements.statements.

1) The secretary has to 1) The secretary has to prepare ................... before the meeting. prepare ................... before the meeting. 
a) a) resolution resolution b) noticeb) notice c) minutes c) minutes

2) General Meeting must have 2) General Meeting must have a notice of at least ............... clear days. a notice of at least ............... clear days. 
a) a) 7 7 b) 21b) 21 c) 14 c) 14

3) The gap between two 3) The gap between two annual general meetings should not be more thanannual general meetings should not be more than
.............. months. .............. months. 
a) a) 1515 b) 18 c)  b) 18 c) 2424

4) Auditor is appointed in 4) Auditor is appointed in .................... .................... 
a) a) Annual General MeetingAnnual General Meeting b) Creditors Meeting c) Extra ordinary General Meeting b) Creditors Meeting c) Extra ordinary General Meeting

5) The business transacted 5) The business transacted in extra ordinary general meeting is ...................in extra ordinary general meeting is ...................
business. business. 
a) a) Ordinary b) Routine Ordinary b) Routine c) Specialc) Special

6) An extra ordinary general 6) An extra ordinary general meeting is held ....................... . meeting is held ....................... . 
a) a) once in a year b) once in the life time once in a year b) once in the life time c) under special circumstancesc) under special circumstances

7) Writing the minutes of 7) Writing the minutes of meeting is the duty of the ...................... . meeting is the duty of the ...................... . 
a) a) Chairman ' . b) Director Chairman ' . b) Director  c) Secretary c) Secretary

8) New Directors in place of 8) New Directors in place of retiring Directors are appointed in the............... retiring Directors are appointed in the............... 
a) a) Class Meeting Class Meeting b) Annual General Meetingb) Annual General Meeting c) Creditors Meeting c) Creditors Meeting

9) Before the Annual General 9) Before the Annual General Meeting is held the Secretary has to compile Meeting is held the Secretary has to compile 
a) a) Auditor’s Report b) Committee Report Auditor’s Report b) Committee Report c) Annual Reportc) Annual Report

10) The Secretary has to 10) The Secretary has to draft the minutes of the meeting within ................ days ofdraft the minutes of the meeting within ................ days of
the meeting. the meeting. 
a) a) FifteenFifteen b)  b) Sixty c) FortySixty c) Forty

  



B) B) Match the pairs:Match the pairs:

Sr noSr no
Group AGroup A AnswerAnswer

11 Board meetingBoard meeting Minimum 4 meeting in aMinimum 4 meeting in a
yearyear

22 AuditorAuditor Auditors ReportsAuditors Reports
33 Annual general meetingAnnual general meeting Once in the yearOnce in the year
44 Extraordinary generalExtraordinary general

meetingmeeting
Under specialUnder special
circumstancescircumstances

55 Minutes of meetingMinutes of meeting Prepared after the meetingPrepared after the meeting

  

C) C) Write a word or a term or a phrase which can substitute each of the followingWrite a word or a term or a phrase which can substitute each of the following
statements:statements:

(1) (1) A meeting of shareholders which is held once in a year. A meeting of shareholders which is held once in a year. 
Ans: Ans: Annual general meetingAnnual general meeting

(2) (2) A meeting of shareholders which is held between two Annual General Meetings. A meeting of shareholders which is held between two Annual General Meetings. 
Ans: Ans: Extraordinary general meetingExtraordinary general meeting

(3) (3) A Report which is prepared before Annual General Meeting. A Report which is prepared before Annual General Meeting. 
Ans: Ans: Annual reportsAnnual reports

(4) (4) A meeting of the shareholders which is held under special circumstances. A meeting of the shareholders which is held under special circumstances. 
Ans: Ans: Extraordinary general meetingExtraordinary general meeting

(5) (5) A meeting of the preference shareholders of a company; A meeting of the preference shareholders of a company; 
Ans: class meeting                                  Ans: class meeting                                  
D) State whether the following statements are true or D) State whether the following statements are true or false:false:

(1) Only special business is transacted at Annual (1) Only special business is transacted at Annual General Meeting. General Meeting. 
Ans: FalseAns: False

(2) Annual Report is prepared by members. (2) Annual Report is prepared by members. 
Ans: FalseAns: False

(3) Extraordinary General Meeting is called for (3) Extraordinary General Meeting is called for special and urgent purpose. special and urgent purpose. 
Ans: TrueAns: True



(4) A member has a right to attend Board Meeting. (4) A member has a right to attend Board Meeting. 
Ans: FalseAns: False

(5) Class Meeting is the meeting of particular class (5) Class Meeting is the meeting of particular class of shareholders. of shareholders. 
Ans: True Ans: True 
(6) Director cannot appoint proxy to attend and vote (6) Director cannot appoint proxy to attend and vote at Board Meeting. at Board Meeting. 
Ans: TrueAns: True

(7) 21 clear days notice should be given in case of (7) 21 clear days notice should be given in case of Board Meeting. Board Meeting. 
Ans: FalseAns: False

(8) Secretary has to arrange to take down the notes of (8) Secretary has to arrange to take down the notes of the proceedings of the meeting.the proceedings of the meeting.
Ans: TrueAns: True

  

E) Find the odd one:E) Find the odd one:

(1) Annual General Meeting, Extraordinary General Meeting, (1) Annual General Meeting, Extraordinary General Meeting, Board Meeting Board Meeting 
Ans: Board meetingAns: Board meeting

(2) Annual General Meeting, Committee Meeting, Class (2) Annual General Meeting, Committee Meeting, Class MeetingMeeting
Ans: Committee meeting    Ans: Committee meeting    

  

F) Complete the sentences:F) Complete the sentences:

(1) The meeting which is held once in every financial (1) The meeting which is held once in every financial year is called as......... year is called as......... 
Ans: Annual general meetingAns: Annual general meeting

(2) The meeting held to discuss and decide any special (2) The meeting held to discuss and decide any special or urgent matters is calledor urgent matters is called
as....... as....... 
Ans: Extraordinary general meetingAns: Extraordinary general meeting

(3) Meeting of all Directors is called as _________ . (3) Meeting of all Directors is called as _________ . 
Ans: Board MeetingAns: Board Meeting

(4) The authority to convene the annual general (4) The authority to convene the annual general meeting is with the ………….meeting is with the ………….
Ans: Board of DirectorsAns: Board of Directors

  



G) Select the correct option from the bracket:G) Select the correct option from the bracket:

Sr noSr no
Group AGroup A Group BGroup B

11 1) Interval 1) Interval between twobetween two
annual meetingannual meeting

Not more Not more than 15than 15
membersmembers

22 First Board First Board meetingmeeting Within Within 30 days of30 days of
company incorporationcompany incorporation

33 Notice Notice of general meetingof general meeting 21 clear 21 clear daysdays
44 Extraordinary Extraordinary meetingmeeting Alteration Alteration inin

memorandum ofmemorandum of
associtionassocition

  

H) Answer in one sentence.H) Answer in one sentence.

(1) Who can attend Board Meetings? (1) Who can attend Board Meetings? 
Ans. Only Directors can attend Board Meetings.Ans. Only Directors can attend Board Meetings.

(2) When can an Adjourned Annual General Meeting be (2) When can an Adjourned Annual General Meeting be held? held? 
Ans. An Adjourned Annual General Meeting can be held Ans. An Adjourned Annual General Meeting can be held on the same day, timeon the same day, time
and place in the next week.and place in the next week.

(3) Why is Extraordinary General Meeting held? (3) Why is Extraordinary General Meeting held? 
Ans. An Extraordinary General Meeting is held to Ans. An Extraordinary General Meeting is held to discuss and decide special ordiscuss and decide special or
urgent matters which cannot be postponed till urgent matters which cannot be postponed till next Annual General Meeting.next Annual General Meeting.

(4) When should the first Annual General Meeting be held? (4) When should the first Annual General Meeting be held? 
Ans. The first Annual General Meeting should be held Ans. The first Annual General Meeting should be held within 9 months of closingwithin 9 months of closing
of the first financial year of the company.of the first financial year of the company.

(5) What should be the interval between two Annual (5) What should be the interval between two Annual General Meetings? General Meetings? 
Ans. The interval between two Annual General Meetings Ans. The interval between two Annual General Meetings should not be more thanshould not be more than
15 months.15 months.

(6) What should be the gap between two Board Meetings?(6) What should be the gap between two Board Meetings?
Ans. The gap between two Board Meetings should not be Ans. The gap between two Board Meetings should not be more than 120 days.more than 120 days.

  

I)  Correct the I)  Correct the underline words and rewrite the following statement.underline words and rewrite the following statement.



(1) Minimum four (1) Minimum four Committee Committee Meetings must be Meetings must be held in a year. held in a year. 
 Ans: Minimum  Ans: Minimum four four Board of DirectorsBoard of Directors Meetings must be held in a year. Meetings must be held in a year.

(2) (2) CreditorsCreditors Meeting must be held once in  Meeting must be held once in every year. every year. 
Ans: Ans: Annual GeneralAnnual General Meeting must be held once  Meeting must be held once in every yearin every year

(3) (3) ExtraordinaryExtraordinary Meeting must be held every  Meeting must be held every year. year. 
Ans:Ans: Annual General Annual General Meeting must be held every  Meeting must be held every year.year.

(4) The Meeting of all Directors is called (4) The Meeting of all Directors is called Annual Annual General Meeting.General Meeting.
Ans:  The Ans:  The Meeting of all Directors is called Meeting of all Directors is called Committee Meeting.Committee Meeting.

  

Q.2 Explain the following terms and concept:Q.2 Explain the following terms and concept:

(1) Committee (1) Committee Meeting.Meeting.
Ans: Ans: 
(A) Meaning:(A) Meaning: In a Joint Stock Company the  In a Joint Stock Company the usual committees are formed from amongusual committees are formed from among
the members of the Board of Directors. A the members of the Board of Directors. A meeting of the members of such committee ismeeting of the members of such committee is
called committee meeting e.g. a called committee meeting e.g. a meeting allotment committee. meeting allotment committee. 
(B) Legal Provisions:(B) Legal Provisions: The Articles of Association of the company provide for the The Articles of Association of the company provide for the
appointment of appointment of different committees and holding their meetings to expedite thedifferent committees and holding their meetings to expedite the
managerial managerial work. Such committee is formulated to investigate and submit a report after awork. Such committee is formulated to investigate and submit a report after a
careful examination of various aspects of the problem under investigation from careful examination of various aspects of the problem under investigation from allall
possible angles. The rules and procedure for convening and conducting possible angles. The rules and procedure for convening and conducting committeecommittee
meeting are generally laid down by the Board. meeting are generally laid down by the Board. 
(C) Assistance:(C) Assistance: The Secretary has to  The Secretary has to provide needed assistance to the committee. Heprovide needed assistance to the committee. He
is required to prepare and is required to prepare and maintain separate minute’s book to record the proceedings ofmaintain separate minute’s book to record the proceedings of
committee committee meetings. meetings. 
(D) Frequency:(D) Frequency: The committee collects the  The committee collects the relevant information of the problem underrelevant information of the problem under
consideration and holds several consideration and holds several meetings for a detailed study of the collectedmeetings for a detailed study of the collected
information. The committee then information. The committee then prepares a report for consideration and approval of theprepares a report for consideration and approval of the
Board. To carry out the Board. To carry out the assigned work systematically, to discuss the problems and toassigned work systematically, to discuss the problems and to
exchange views, exchange views, the committee members frequently arrange the committee meetings.the committee members frequently arrange the committee meetings.

(2) Virtual (2) Virtual Meeting.Meeting.
Ans:  Ans:  A A virtual meeting 05/ Directors means Directors around the city or outside the virtual meeting 05/ Directors means Directors around the city or outside the citycity
regardless of their location 1136 audio video and link online, use video regardless of their location 1136 audio video and link online, use video teleconferenceteleconference
software. This is a quicker and efficient way to co-ordinate and software. This is a quicker and efficient way to co-ordinate and conduct urgent meetingconduct urgent meeting
with various members or departments in an organisation. with various members or departments in an organisation. It depends on the flow ofIt depends on the flow of



information and ease of communication between the information and ease of communication between the participants. The meeting shouldparticipants. The meeting should
be capable of recording and recognising the be capable of recording and recognising the participation of Directors. However, inparticipation of Directors. However, in
certain cases Central Government certain cases Central Government specifies certain matters that cannot be discussedspecifies certain matters that cannot be discussed
and dealt through video and dealt through video conferencing or other audio visual means.conferencing or other audio visual means.

  

(3) Creditors (3) Creditors Meeting. Meeting. 
Ans. (A) Meaning:Ans. (A) Meaning: The creditors of the  The creditors of the company include debentureholders, depositors,company include debentureholders, depositors,
company bankers, lenders and company bankers, lenders and other financial institutions. Etc. A meeting arranged andother financial institutions. Etc. A meeting arranged and
held with creditors held with creditors for discussion and taking decisions on certain problems relating to thefor discussion and taking decisions on certain problems relating to the
terms terms and conditions of loans which affect their interest is called creditors and conditions of loans which affect their interest is called creditors meeting.meeting.
(B) Purpose of creditors meeting:(B) Purpose of creditors meeting: The creditors meeting is usually held: (l) to make The creditors meeting is usually held: (l) to make
compromise in disputes with compromise in disputes with its creditors (2) to alter the rate of interest (3) to alter theits creditors (2) to alter the rate of interest (3) to alter the
terms of terms of security (4) to modify the rights of creditors such as debentureholders,security (4) to modify the rights of creditors such as debentureholders,
depositors and other creditors, etc. (5) to get support of the creditors When a depositors and other creditors, etc. (5) to get support of the creditors When a companycompany
passes through a financial crisis. (6) To compute the amount payable by passes through a financial crisis. (6) To compute the amount payable by the company tothe company to
creditors and contributors when a company goes into liquidation creditors and contributors when a company goes into liquidation or adjudicated insolventor adjudicated insolvent
by the court. by the court. 
(C) Legal provisions:(C) Legal provisions: The procedure of holding creditors meeting is laid down by the The procedure of holding creditors meeting is laid down by the
Companies Act, Companies Act, 2013. Similarly, the rules and procedure for holding such meeting are2013. Similarly, the rules and procedure for holding such meeting are
usually usually provided in the trust deed, e.g. debenture trust deed. provided in the trust deed, e.g. debenture trust deed. 
(D) Frequency:(D) Frequency: Creditors meetings are held  Creditors meetings are held whenever the decisions affecting theirwhenever the decisions affecting their
interest are to be taken. Such a meeting interest are to be taken. Such a meeting is very rarely arranged and it is normallyis very rarely arranged and it is normally
convened in the case of the convened in the case of the Winding-up of the company. Winding-up of the company. 
(E) Types:(E) Types: Creditors meetings are  Creditors meetings are classified as meeting of debentureholders, meeting ofclassified as meeting of debentureholders, meeting of
depositors and meeting of depositors and meeting of other creditors such as trade creditors, suppliers, loanother creditors such as trade creditors, suppliers, loan
creditors, etc. A creditors, etc. A creditors meeting may be arranged class wise for discussion andcreditors meeting may be arranged class wise for discussion and
solving varied solving varied problems of Creditors.problems of Creditors.

  

Q.3 Study the following case/situation and express Q.3 Study the following case/situation and express your opinion: your opinion: 
(1) Platinum Limited Company was incorporated on 1st (1) Platinum Limited Company was incorporated on 1st Jan. 2018. Advice the Board ofJan. 2018. Advice the Board of
Directors on the following matters: Directors on the following matters: 
(a) Within what period should the company hold its 1st (a) Within what period should the company hold its 1st Annual General Meeting? Annual General Meeting? 
(b) At which place should the Annual General Meeting (b) At which place should the Annual General Meeting be held? be held? 
(c) How many days in advance should the notice and (c) How many days in advance should the notice and agenda be sent to members?agenda be sent to members?



Ans. (a) The Board of Directors should hold 1st Annual Ans. (a) The Board of Directors should hold 1st Annual General Meeting ofGeneral Meeting of
Platinum Limited Company any time during the period of 9 Platinum Limited Company any time during the period of 9 months from 1st Aprilmonths from 1st April
2019 to 3lst December 2019. 2019 to 3lst December 2019. 
(b) Annual General Meeting of Platinum Limited Company (b) Annual General Meeting of Platinum Limited Company should be held at theshould be held at the
registered office of the company or at some other place registered office of the company or at some other place within the city or village inwithin the city or village in
which the registered office of the Platinum which the registered office of the Platinum Limited Company is situated. Limited Company is situated. 
(c) The Secretary of Platinum Limited Company should (c) The Secretary of Platinum Limited Company should send the notice andsend the notice and
agenda of the Annual General Meeting 21 days prior to date agenda of the Annual General Meeting 21 days prior to date of meeting to be held.of meeting to be held.

  

(2) XY Z Ltd. held its Annual General Meeting on 11th (2) XY Z Ltd. held its Annual General Meeting on 11th May 2018. On 1st June Mr. X, aMay 2018. On 1st June Mr. X, a
Director of the company was arrested for a Director of the company was arrested for a financial scam. Hence the shareholders offinancial scam. Hence the shareholders of
the company want to remove him: the company want to remove him: 
(a) Can the company call for the next Annual General (a) Can the company call for the next Annual General Meeting to be held immediately toMeeting to be held immediately to
remove the Director? remove the Director? 
(b) Which meeting of members should the company hold (b) Which meeting of members should the company hold to discuss removal of theto discuss removal of the
Director? Director? 
(C) What type of resolution will be passed in this (C) What type of resolution will be passed in this meeting for removal of the Director?meeting for removal of the Director?

Ans. (a) To remove the Director from his office, the Ans. (a) To remove the Director from his office, the shareholders of XYZ Ltd.shareholders of XYZ Ltd.
cannot call the next Annual General Meeting cannot call the next Annual General Meeting immediately after 1st June 2018. immediately after 1st June 2018. 
(b) The XYZ Ltd. Company should hold Extraordinary (b) The XYZ Ltd. Company should hold Extraordinary General Meeting to discussGeneral Meeting to discuss
removal of the Director for financial scam. removal of the Director for financial scam. 
(c) Resolution requiring special notice (Section 115) (c) Resolution requiring special notice (Section 115) is to be passed in theis to be passed in the
Extraordinary General Meeting for removal of the Extraordinary General Meeting for removal of the Director.Director.

  

Q.4. Distinguish between:Q.4. Distinguish between:

1) Shareholder meeting and Board meeting 1) Shareholder meeting and Board meeting 
Ans:Ans:

Sr noSr no
Shareholder Shareholder meetingmeeting Board Board meetingmeeting

11 A meeting of all the shareholders or members ofA meeting of all the shareholders or members of
the company is called a the company is called a Shareholders’ Meeting.Shareholders’ Meeting.

A meeting of all theA meeting of all the
Directors of the companyDirectors of the company
is is 
called as Board Meeting.called as Board Meeting.

22 Frequency of meeting depends on the type ofFrequency of meeting depends on the type of Board Meeting is heldBoard Meeting is held



meeting. Annual General meeting. Annual General Meeting is held once inMeeting is held once in
every year and Extraordinary General Meeting isevery year and Extraordinary General Meeting is
held held as and When required.as and When required.

once in every 3 monthsonce in every 3 months
and minimum 4 meetingsand minimum 4 meetings
in in a period of 1 year. Thea period of 1 year. The
time gap between twotime gap between two
consecutive Boardconsecutive Board
Meetings Meetings should not beshould not be
more than 120 days.more than 120 days.

33 The quorum for a shareholders’ meetingsThe quorum for a shareholders’ meetings
(a) For Public Company(a) For Public Company
Member    QuorumMember    Quorum
Not more 1000- 5member Not more 1000- 5member 
1001 to 5000-15 member 1001 to 5000-15 member 
Above 5000-30 memberAbove 5000-30 member
b) For private company : 2 memberb) For private company : 2 member

The quorum for a BoardThe quorum for a Board
Meeting is minimum 2 Meeting is minimum 2 
directors or 1/3rd of thedirectors or 1/3rd of the
total strength oftotal strength of
Directors, whichever isDirectors, whichever is
higher.higher.

44 A shareholder can appoint a proxy to attend andA shareholder can appoint a proxy to attend and
vote at meeting on his vote at meeting on his behalf, if he is unable tobehalf, if he is unable to
attend the meeting.attend the meeting.

A Director cannotA Director cannot
appoint proxy to attendappoint proxy to attend
and vote in the Boardand vote in the Board
Meeting Meeting on his behalf.on his behalf.

55 A notice of this meeting must be sent to all theA notice of this meeting must be sent to all the
members at least 21 members at least 21 days in advance.days in advance.

A notice of BoardA notice of Board
Meeting must be sent toMeeting must be sent to
all the Directors at leastall the Directors at least
7 7 days in advance.days in advance.

66 The purpose of this meeting is to get approval ofThe purpose of this meeting is to get approval of
the shareholders on the shareholders on certain matters likecertain matters like
appointment of Directors and auditor, approval ofappointment of Directors and auditor, approval of
annual annual report, etc. and inform them about thereport, etc. and inform them about the
progress and activities of the progress and activities of the company.company.

The The purpose of thispurpose of this
meeting is to discussmeeting is to discuss
important issues, decideimportant issues, decide
upon policy upon policy matters likematters like
issue of shares, calls onissue of shares, calls on
shares, appointment ofshares, appointment of
staff, etc staff, etc theirtheir
implementations and toimplementations and to
review the progressreview the progress
made by the company.made by the company.

  

2) Annual 2) Annual general meeting and Extra ordinary general meeting:general meeting and Extra ordinary general meeting:
Ans:Ans:

Sr noSr no
Annual Annual general meetinggeneral meeting Extra Extra ordinary generalordinary general

meetingmeeting
11 A General Body Meeting ofA General Body Meeting of

all the shareholders Which isall the shareholders Which is
held once in held once in every calendarevery calendar

A General Body Meeting ofA General Body Meeting of
all the shareholders of aall the shareholders of a
company which is company which is held inheld in



year as per the provision ofyear as per the provision of
Section 96 of the CompaniesSection 96 of the Companies
Act, Act, 2013, is called Annual2013, is called Annual
General Meeting.General Meeting.

between two consecutivebetween two consecutive
Annual General Meetings toAnnual General Meetings to
discuss and decide discuss and decide urgenturgent
matters as per Section 100matters as per Section 100
of the Companies Act 2013,of the Companies Act 2013,
is called is called ExtraordinaryExtraordinary
General MeetingGeneral Meeting

22 The purpose of this meetingThe purpose of this meeting
is to review the working ofis to review the working of
the company the company during theduring the
previous financial year, toprevious financial year, to
approve the final accounts, toapprove the final accounts, to
declare declare dividends, to electdividends, to elect
Directors, auditors and toDirectors, auditors and to
transact special business, iftransact special business, if
any.any.

This meeting may be held toThis meeting may be held to
transact and decide anytransact and decide any
urgent and special urgent and special businessbusiness
or matters which cannot beor matters which cannot be
postponed till the Annualpostponed till the Annual
General General Meeting.Meeting.

33 This meeting is held everyThis meeting is held every
year within 9 months ofyear within 9 months of
closing of the closing of the financial year.financial year.
The gap between two AnnualThe gap between two Annual
General Meetings should notGeneral Meetings should not
exceed exceed 15 months.15 months.

This meeting is held inThis meeting is held in
between two consecutivebetween two consecutive
Annual General Annual General Meetings. ItMeetings. It
can be held any number ofcan be held any number of
times depending on thetimes depending on the
urgency and urgency and requirementsrequirements

44 This meeting is convened byThis meeting is convened by
the Board of Directors. Thethe Board of Directors. The
Central Central Government can callGovernment can call
this meeting on applicationthis meeting on application
received from the membersreceived from the members
of of the company.the company.

This meeting can beThis meeting can be
convened by (i) the Board ofconvened by (i) the Board of
Directors itself (ii) Directors itself (ii) the Boardthe Board
of Directors on requisition ofof Directors on requisition of
members (iii) themembers (iii) the
requisitionists requisitionists themselvesthemselves
and (iv) the Nationaland (iv) the National
Company Law Tribunal.Company Law Tribunal.

55 This meeting is held: (i) toThis meeting is held: (i) to
approve annual accounts,approve annual accounts,
Directors, report Directors, report andand
auditors’ report (ii) to appointauditors’ report (ii) to appoint
Directors and auditors (iii) toDirectors and auditors (iii) to
declare declare dividend.dividend.

This meeting is held : (i) toThis meeting is held : (i) to
alter the clauses ofalter the clauses of
Memorandum of Memorandum of AssociationAssociation
(ii) to alter Articles of(ii) to alter Articles of
Association (iii) to removeAssociation (iii) to remove
Directors Directors before the expirybefore the expiry
of their term (iv) to dissolveof their term (iv) to dissolve
the company voluntarily.the company voluntarily.

66 In case of default in holdingIn case of default in holding
the meeting, every officerthe meeting, every officer
concerned of concerned of the company isthe company is
punishable With a tine whichpunishable With a tine which
may extend to Rs 1,00,000may extend to Rs 1,00,000

If the Directors fail to holdIf the Directors fail to hold
this meeting on requisition,this meeting on requisition,
the the requisitionistsrequisitionists
themselves can hold it andthemselves can hold it and
recover the expenses ofrecover the expenses of



and a and a further a fine of f 5.000further a fine of f 5.000
per day till the defaultper day till the default
continues.continues.

holding holding such meeting fromsuch meeting from
the company.the company.

  

Q.5 Answer in brief:Q.5 Answer in brief:

1) List the 1) List the duties of a secretary after the annual general meeting:duties of a secretary after the annual general meeting:
Ans: (1) Drafting the Minutes:Ans: (1) Drafting the Minutes: The Secretary has to draft the minutes of the meeting The Secretary has to draft the minutes of the meeting
Within 30 days of the Within 30 days of the meeting. He has to submit the draft of the minutes for approval andmeeting. He has to submit the draft of the minutes for approval and
signature signature of the Chairman. of the Chairman. 
(2) Implementing decisions:(2) Implementing decisions: The Secretary has to instruct the concerned executives to The Secretary has to instruct the concerned executives to
execute the decisions execute the decisions taken in the meeting and to take action on the resolutionstaken in the meeting and to take action on the resolutions
approved in the approved in the meeting.meeting.
(3) Sending documents and filing resolutions:(3) Sending documents and filing resolutions: The Secretary has to arrange for the The Secretary has to arrange for the
despatch of dividend warrants to all the despatch of dividend warrants to all the shareholders as declared in the Annual Generalshareholders as declared in the Annual General
Meeting, Within 30 days of the Meeting, Within 30 days of the date of declaration of dividend. He has to file Annualdate of declaration of dividend. He has to file Annual
Returns with the Returns with the Registrar of companies. He has to file the copies of the specialRegistrar of companies. He has to file the copies of the special
resolutions resolutions passed at the Annual General Meeting with the Registrar of Companiespassed at the Annual General Meeting with the Registrar of Companies
within 30 within 30 days of their passing. days of their passing. 
(4) Send intimation to absent members(4) Send intimation to absent members: : The Secretary has to send the information ofThe Secretary has to send the information of
the proceedings, resolutions the proceedings, resolutions passed and other related information of the meeting to thepassed and other related information of the meeting to the
absent members.absent members.

2) State the 2) State the objective of annual general meeting:objective of annual general meeting:
Ans:Ans:  Purpose of Annual General Purpose of Annual General Meetings : Meetings : (1) To approve annual accounts,(1) To approve annual accounts,
Directors’ report and auditors’ Directors’ report and auditors’ report (2) To declare dividend (3) To elect Directors Inreport (2) To declare dividend (3) To elect Directors In
place of retiring place of retiring Directors and (4) to appoint auditors and fix their remuneration (5) ToDirectors and (4) to appoint auditors and fix their remuneration (5) To
provide provide an opportunity to the shareholders (members) to discuss and review thean opportunity to the shareholders (members) to discuss and review the
progress progress and performance of the company. and performance of the company. 
(C) Legal Provisions: (C) Legal Provisions: 
(1) Time of holding Annual General Meeting:(1) Time of holding Annual General Meeting: The first Annual General Meeting must The first Annual General Meeting must
be held within 9 months from the date of be held within 9 months from the date of closing first financial year. Thereafter,closing first financial year. Thereafter,
subsequent Annual General Meeting subsequent Annual General Meeting should be held within 6 months of the closing of theshould be held within 6 months of the closing of the
financial year. The gap financial year. The gap between two consecutive Annual General Meetings shall not bebetween two consecutive Annual General Meetings shall not be
more than 15 more than 15 months. On the request of the company, Registrar of Companies maymonths. On the request of the company, Registrar of Companies may
extend the extend the time to conduct Annual General Meeting by further period of not more than 3time to conduct Annual General Meeting by further period of not more than 3
months. However, this extension cannot be granted in case of first Annual months. However, this extension cannot be granted in case of first Annual GeneralGeneral
Meeting These legal provisions are not applied to One Person Company. Meeting These legal provisions are not applied to One Person Company. 



(2) Authority to convene Annual General Meeting:(2) Authority to convene Annual General Meeting: The right to convene this meeting The right to convene this meeting
is vested with the Board of Directors. is vested with the Board of Directors. 
(3) Notice:(3) Notice: The notice of this meeting  The notice of this meeting must be sent to all the members of the companymust be sent to all the members of the company
at their registered address by at their registered address by post or through electronic mode at least 21 days prior topost or through electronic mode at least 21 days prior to
the date of the the date of the meeting. meeting. 
(4) Date, time and place of Annual General Meeting:(4) Date, time and place of Annual General Meeting: Annual General Meeting must Annual General Meeting must
be called during working hours between 9 am to 6 pm be called during working hours between 9 am to 6 pm on any day except nationalon any day except national
holiday. It must be held either at the registered holiday. It must be held either at the registered office of the Company or at any otheroffice of the Company or at any other
place within the city in which registered place within the city in which registered office in located. office in located. 
(5) Quorum:(5) Quorum: The requisite Quorum for  The requisite Quorum for Annual General Meeting is:Annual General Meeting is:

Sr noSr no
Number ofNumber of

shareholdershareholder
RequisiteRequisite
QuorumQuorum

11 Up to 1000Up to 1000 5 member5 member
22 1000 to 50001000 to 5000 15 member15 member
33 More than 5000More than 5000 30 member30 member

For private company, For private company, requisite quorum is 2 members. requisite quorum is 2 members. 
(6) Adjournment of Meeting:(6) Adjournment of Meeting: In the absence of requisite quorum, meeting is adjourned In the absence of requisite quorum, meeting is adjourned
and is held on the and is held on the same day, time and place next week. same day, time and place next week. 
(7) Default : (7) Default : In case the company fails to In case the company fails to hold Annual General Meeting, the companyhold Annual General Meeting, the company
and every officer of the company who and every officer of the company who is in default are punishable with fine which may beis in default are punishable with fine which may be
up to       11 ,00,000 and in the case of continuing up to       11 ,00,000 and in the case of continuing default with further tine which waydefault with further tine which way
extend up to Rs 5,000 per day.extend up to Rs 5,000 per day.

  

3) State any 3) State any four legal provision regarding board meeting:four legal provision regarding board meeting:
Ans:Ans:  (B) Legal Provisions regarding (B) Legal Provisions regarding Board Meeting:Board Meeting:
(a) Authority to convene:(a) Authority to convene: The Chairman of the Board is the proper authority to The Chairman of the Board is the proper authority to
convene the Board Meeting. convene the Board Meeting. 
(b) Number of Board Meeting: (b) Number of Board Meeting: 
(i) First Board Meeting(i) First Board Meeting: : The first Board Meeting is required to be held within 30 days ofThe first Board Meeting is required to be held within 30 days of
is the date of is the date of its incorporation. its incorporation. 
(ii) Subsequent Board Meeting:(ii) Subsequent Board Meeting: Subsequent Board meetings must be held at least Subsequent Board meetings must be held at least
once in 3 calendar months i.e. once in 3 calendar months i.e. minimum 4 Board Meetings must be held every year. Theminimum 4 Board Meetings must be held every year. The
time gap between two time gap between two Board meetings should not be more than 120 days. Board meetings should not be more than 120 days. 
(iii) In case of One Person Company : (iii) In case of One Person Company : In In a One Person Company, small company anda One Person Company, small company and
dormant company, the Board Meeting must dormant company, the Board Meeting must be held once in the period of six months i.e.be held once in the period of six months i.e.
at least one meeting in each half at least one meeting in each half of calendar year. The time gap between two Boardof calendar year. The time gap between two Board



Meetings should not be less Meetings should not be less than 90 days. than 90 days. 
(c) Virtual Meeting :(c) Virtual Meeting : A  A virtual meeting of Directors means Directors around the city orvirtual meeting of Directors means Directors around the city or
outside the outside the city regardless of their location use audio video and link online, use videocity regardless of their location use audio video and link online, use video
teleconference software. This is a quicker and efficient way to co-ordinate and teleconference software. This is a quicker and efficient way to co-ordinate and conductconduct
urgent meeting with various members or departments in an organisation. urgent meeting with various members or departments in an organisation. It depends onIt depends on
the flow of information and ease of communication between the the flow of information and ease of communication between the participants. Theparticipants. The
meeting should be capable of recording and recognising the meeting should be capable of recording and recognising the participation of Directors.participation of Directors.
However, in certain cases Central Government However, in certain cases Central Government specifies certain matters that cannot bespecifies certain matters that cannot be
discussed and dealt through video discussed and dealt through video conferencing or other audio visual means. conferencing or other audio visual means. 
(D) Notice :(D) Notice : The notice of Board  The notice of Board Meetings must be sent to all the Directors of the boardMeetings must be sent to all the Directors of the board
at least 7 days prior at least 7 days prior to the Board Meeting at their registered address by hand delivery orto the Board Meeting at their registered address by hand delivery or
by post or by post or by electronic means. Agenda of the meeting also to be sent along with notice. by electronic means. Agenda of the meeting also to be sent along with notice. 
(E) Quorum:(E) Quorum: The quorum for this meeting  The quorum for this meeting is one-third of the total number of Directors oris one-third of the total number of Directors or
two Directors whichever is two Directors whichever is higher. The Directors who have personal interest in the materhigher. The Directors who have personal interest in the mater
to be discussed to be discussed in the meeting are excluded from the quorum. in the meeting are excluded from the quorum. 
(F) Adjournment:(F) Adjournment: In the absence of requisite  In the absence of requisite quorum, the meeting is adjourned and isquorum, the meeting is adjourned and is
to be held on the same day, same time to be held on the same day, same time and place next Week.and place next Week.

4) What are 4) What are class meeting? class meeting? 
AnsAns: : (1) Meaning:(1) Meaning: The rights  The rights attached to the shares of any class may be varied orattached to the shares of any class may be varied or
altered any time by the altered any time by the company. A consent of the holders in writing is necessary forcompany. A consent of the holders in writing is necessary for
such alteration. such alteration. A meeting which is held to obtain such consent from a particular class ofA meeting which is held to obtain such consent from a particular class of
shareholders is called ‘Class Meeting’. shareholders is called ‘Class Meeting’. 
(2) Legal Provisions(2) Legal Provisions: Section 48 of the : Section 48 of the Companies Act, 2013, provides for the holdingCompanies Act, 2013, provides for the holding
of meetings of a particular class of meetings of a particular class ofshareholders, if necessary. It is held whenever aofshareholders, if necessary. It is held whenever a
company desires to make company desires to make changes in the rights and duties of a particular class ofchanges in the rights and duties of a particular class of
shareholders. Article shareholders. Article of Association may provide for arranging such meeting. of Association may provide for arranging such meeting. 
(3) Purpose :(3) Purpose : The purpose of class  The purpose of class meeting are to discuss the matters Which aremeeting are to discuss the matters Which are
affecting the rights and duties of affecting the rights and duties of particular class of shareholders and to get theirparticular class of shareholders and to get their
approval for the changes approval for the changes desired to be carried out. desired to be carried out. 
(4) Convene:(4) Convene: If a company wants to  If a company wants to change the rate of dividend on preference shares,change the rate of dividend on preference shares,
the company has to convene a the company has to convene a meeting of preference shareholders to get their approval.meeting of preference shareholders to get their approval.
Similarly, if the Similarly, if the preference shareholders are not paid dividend for more than two years,preference shareholders are not paid dividend for more than two years,
they can they can summon a meeting of all the preference shareholders. summon a meeting of all the preference shareholders. 
(5) Frequency:(5) Frequency: The class meeting is held  The class meeting is held or arranged very rarely and not regularly. or arranged very rarely and not regularly. 
(6) Resolution:(6) Resolution: Usually special resolutions  Usually special resolutions are passed in this meeting.are passed in this meeting.

5) What is the 5) What is the purpose of conducting extra ordinary general meeting? purpose of conducting extra ordinary general meeting? 
Ans:Ans: This meeting is convened whenever  This meeting is convened whenever it becomes necessary to' take an immediateit becomes necessary to' take an immediate
decision on some important issue decision on some important issue affecting the business of the company which cannotaffecting the business of the company which cannot



be postponed till the next be postponed till the next Annual General Meeting. . The purpose of ExtraordinaryAnnual General Meeting. . The purpose of Extraordinary
General Meeting: General Meeting: 
(1) Alterations in the (1) Alterations in the clauses of Memorandum of Association such as name clause,clauses of Memorandum of Association such as name clause,
domicile clause or domicile clause or object clause.object clause.
(2) Alteration in Articles (2) Alteration in Articles of Association. of Association. 
(3) Removal of Director (3) Removal of Director before the expiry of his term. before the expiry of his term. 
(4) Removal of auditor (4) Removal of auditor before expiry of his term. before expiry of his term. 
(5) Voluntary winding-up of (5) Voluntary winding-up of company.company.

  

Q.6) Justify the following statement: Q.6) Justify the following statement: 
(1) Annual General Meeting is adjourned in absence of (1) Annual General Meeting is adjourned in absence of quorum. quorum. 
Ans. (1) The quorum means Ans. (1) The quorum means the minimum number of members legally required to remainthe minimum number of members legally required to remain
present at the present at the beginning and during the course of the meeting. Meeting without quorumbeginning and during the course of the meeting. Meeting without quorum
is is invalid and the business it transacts becomes null and void. The Companies Act invalid and the business it transacts becomes null and void. The Companies Act hashas
prescribed certain minimum requirement for quorum e.g. the quorum for a prescribed certain minimum requirement for quorum e.g. the quorum for a generalgeneral
meeting of a public company is 51 the number of members of the company meeting of a public company is 51 the number of members of the company does notdoes not
exceed 1,000 and for a private company quorum is 2 members. exceed 1,000 and for a private company quorum is 2 members. 
(2) The proxies cannot be (2) The proxies cannot be counted for quorum. The Articles of Association may increasecounted for quorum. The Articles of Association may increase
the minimum the minimum requirement but cannot decrease it. The quorum is also required during therequirement but cannot decrease it. The quorum is also required during the
course of the meeting The moment when attendance fan. short of the quorum, acourse of the meeting The moment when attendance fan. short of the quorum, a
member may raise a point of order and Chairman has to stop the proceeding, on‘ member may raise a point of order and Chairman has to stop the proceeding, on‘ thethe
meeting and is adjourned it. Even in the beginning of meeting if requisite meeting and is adjourned it. Even in the beginning of meeting if requisite quorum is inquorum is in
formed or constituted, the meeting will be postponed for an hour formed or constituted, the meeting will be postponed for an hour and even after that ifand even after that if
quorum is not constituted the meeting Will not be held quorum is not constituted the meeting Will not be held and it will be adjourned and willand it will be adjourned and will
be held on me same day. Time and place in the be held on me same day. Time and place in the next week.next week.

  

(2) A notice (2) A notice of meeting must be sent to All members in case of General Meeting, of meeting must be sent to All members in case of General Meeting, 
Ans:Ans: (1) A notice is an advance  (1) A notice is an advance intimation to the persons entitled to receive it. About theintimation to the persons entitled to receive it. About the
venue, day, date venue, day, date and time of a meeting and the business to be transacted in it with aand time of a meeting and the business to be transacted in it with a
request to request to attend the meeting. The notice may be sent with the necessary documents. Aattend the meeting. The notice may be sent with the necessary documents. A
notice of the meeting must be given to all the members entitled to attend the notice of the meeting must be given to all the members entitled to attend the same. Suchsame. Such
a notice must contain details of holding the meeting and the agenda a notice must contain details of holding the meeting and the agenda of the meeting,of the meeting,
further. The notice must be sent well in advance to all the further. The notice must be sent well in advance to all the concerned members. concerned members. 
(2) In case of General Meetings (2) In case of General Meetings such as Annual General Meeting and Extraordinarysuch as Annual General Meeting and Extraordinary
Meeting. a notice of clear 21 Meeting. a notice of clear 21 days is necessary to be given to all members. Notice whichdays is necessary to be given to all members. Notice which
is sent well in is sent well in advance to the members enable them to prepare about the points to beadvance to the members enable them to prepare about the points to be



discussed discussed in a meeting, they take active part in the discussion held in the meeting. Theyin a meeting, they take active part in the discussion held in the meeting. They
know in advance time. Date. Day and venue of the meeting and hence they keepknow in advance time. Date. Day and venue of the meeting and hence they keep
themselves free to attend the meeting at scheduled time.themselves free to attend the meeting at scheduled time.

  

(3) (3) Extraordinary General meeting is called under special circumstances. Extraordinary General meeting is called under special circumstances. 
Ans.Ans. 1) A General Body Meeting of all  1) A General Body Meeting of all the shareholders of a company which is held inthe shareholders of a company which is held in
between the two consecutive between the two consecutive Annual General Meetings is called Extraordinary GeneralAnnual General Meetings is called Extraordinary General
Meeting This meeting is Meeting This meeting is convened whenever it become Necessary to take immediateconvened whenever it become Necessary to take immediate
decision on some decision on some important issues affecting the business of the company which cannotimportant issues affecting the business of the company which cannot
be be postponed till the next Annual General Meeting. postponed till the next Annual General Meeting. 
(2) This meeting is held to (2) This meeting is held to transact urgent and special business like alterations intransact urgent and special business like alterations in
Memorandum of Memorandum of Association and Articles of Association. Removal of a Director beforeAssociation and Articles of Association. Removal of a Director before
the the expiry of his/her term, removal of auditor before the expiry of his/her term expiry of his/her term, removal of auditor before the expiry of his/her term andand
voluntary winding-up of the company. If the business to be transacted is voluntary winding-up of the company. If the business to be transacted is not special andnot special and
not urgent. then such business can be discussed in the next not urgent. then such business can be discussed in the next Annual General Meeting.Annual General Meeting.
Thus, only under special circumstances Extraordinary Thus, only under special circumstances Extraordinary General Meeting is held.General Meeting is held.

  

(4) Board of (4) Board of Directors can exercise their powers collectively through the BoardDirectors can exercise their powers collectively through the Board
Meeting. Meeting. 
Ans.Ans. (1) Shareholders are large in  (1) Shareholders are large in numbers and are scattered and spread over a widenumbers and are scattered and spread over a wide
area. They cannot personally area. They cannot personally take part in the management to manage the day-to-daytake part in the management to manage the day-to-day
affairs of the company. affairs of the company. Hence they hold their meeting and elect their representativesHence they hold their meeting and elect their representatives
called Directors. called Directors. They are collectively called Board of Directors. They are collectively called Board of Directors. 
(2) The Directors are given (2) The Directors are given wide powers in the management of the company. Thewide powers in the management of the company. The
Directors exercise their powers Directors exercise their powers collectively through their periodical meetings calledcollectively through their periodical meetings called
Board Meetings. These Board Meetings. These meetings are important to share thoughts, discuss. debate andmeetings are important to share thoughts, discuss. debate and
take policy take policy decisions to manage day to-day workings of the company. In Board Meeting.decisions to manage day to-day workings of the company. In Board Meeting.
Directors collectively take policy decisions on important issues such as issue Directors collectively take policy decisions on important issues such as issue of shares,of shares,
allotment of shares, calls on shares, forfeiture of shares, sales, allotment of shares, calls on shares, forfeiture of shares, sales, purchases, appointmentpurchases, appointment
of staff, expansion of business, etc. Thus, Board of of staff, expansion of business, etc. Thus, Board of Directors exercises their powersDirectors exercises their powers
collectively through Board Meetings.collectively through Board Meetings.

  

(5) The Quorum (5) The Quorum for Annual General Meeting of a public company depends uponfor Annual General Meeting of a public company depends upon
the number of the number of shareholders. shareholders. 



Ans.Ans. (1) every type of meeting has a  (1) every type of meeting has a specific requirement of quorum. The membersspecific requirement of quorum. The members
those forming the quorum must be those forming the quorum must be present personally. The Companies Act provides apresent personally. The Companies Act provides a
quorum of 2 members for the quorum of 2 members for the General Meeting of a private public and 5 members in theGeneral Meeting of a private public and 5 members in the
case of a public case of a public company. As per the new provisions made under Section 103(1) of thecompany. As per the new provisions made under Section 103(1) of the
Companies Companies Act 2013. the quorum for the meetings of the Public Limited Company isAct 2013. the quorum for the meetings of the Public Limited Company is
stated stated in the following table :in the following table :

Sr. noSr. no
Number Number ofof
shareholdershareholder

RequisiteRequisite
QuorumQuorum

11 Up to 1000Up to 1000 5 member5 member
22 1000 to 50001000 to 5000 15 member15 member
33 More than 5000More than 5000 30 member30 member

(2) These members must be (2) These members must be personally present at the meeting for discussion, debatepersonally present at the meeting for discussion, debate
and giving opinion and and giving opinion and votes for taking decisions on various issues. The Articles ofvotes for taking decisions on various issues. The Articles of
Association may Association may make a separate provision regarding the quorum, but such a provisionmake a separate provision regarding the quorum, but such a provision
cannot be cannot be less than the minimum prescribed by the Companies Act. From the study andless than the minimum prescribed by the Companies Act. From the study and
analysis of the above table, it is clear that Quorum for Annual General Meeting analysis of the above table, it is clear that Quorum for Annual General Meeting of aof a
public company depends upon the number of shareholders. However, proxies public company depends upon the number of shareholders. However, proxies are notare not
counted in quorum.counted in quorum.

6) When a 6) When a company is in a financial difficulty , it may call a meeting of creditors? company is in a financial difficulty , it may call a meeting of creditors? 
Ans:  (A) Ans:  (A) Meaning :Meaning : The creditors of the company include  The creditors of the company include debentureholders,debentureholders,
depositors, company bankers, lenders and other financial depositors, company bankers, lenders and other financial institutions. Etc. A meetinginstitutions. Etc. A meeting
arranged and held with creditors for discussion arranged and held with creditors for discussion and taking decisions on certain problemsand taking decisions on certain problems
relating to the terms and conditions relating to the terms and conditions of loans which affect their interest is called creditors’of loans which affect their interest is called creditors’
meeting.meeting.
(B) Purpose of creditors’ meeting:(B) Purpose of creditors’ meeting: The creditors’ meeting is usually held: (l) to make The creditors’ meeting is usually held: (l) to make
compromise in disputes with compromise in disputes with its creditors (2) to alter the rate of interest (3) to alter theits creditors (2) to alter the rate of interest (3) to alter the
terms of terms of security (4) to modify the rights of creditors such as debentureholders,security (4) to modify the rights of creditors such as debentureholders,
depositors and other creditors, etc. (5) to get support of the creditors When a depositors and other creditors, etc. (5) to get support of the creditors When a companycompany
passes through a financial crisis. (6) To compute the amount payable by passes through a financial crisis. (6) To compute the amount payable by the company tothe company to
creditors and contributors when a company goes into liquidation creditors and contributors when a company goes into liquidation or adjudicated insolventor adjudicated insolvent
by the court. by the court. 
(C) Legal provisions :(C) Legal provisions : The procedure of holding creditors’ meeting is laid down by the The procedure of holding creditors’ meeting is laid down by the
Companies Act, Companies Act, 2013. Similarly, the rules and procedure for holding such meeting are2013. Similarly, the rules and procedure for holding such meeting are
usually usually provided in the trust deed, e.g. debenture trust deed. provided in the trust deed, e.g. debenture trust deed. 
(D) Frequency :(D) Frequency : Creditors’ meetings are  Creditors’ meetings are held whenever the decisions affecting theirheld whenever the decisions affecting their
interest are to be taken. Such a interest are to be taken. Such a meeting is very rarely arranged and it is normallymeeting is very rarely arranged and it is normally
convened in the case of the convened in the case of the Winding-up of the company. Winding-up of the company. 



(E) Types :(E) Types : Creditors’ meetings are  Creditors’ meetings are classified as meeting of debentureholders, meetingclassified as meeting of debentureholders, meeting
of depositors and meeting of of depositors and meeting of other creditors such as trade creditors, suppliers, loanother creditors such as trade creditors, suppliers, loan
creditors, etc. A creditors, etc. A creditors’ meeting may be arranged class wise for discussion andcreditors’ meeting may be arranged class wise for discussion and
solving varied solving varied problems of Creditors.problems of Creditors.

(7) As per the (7) As per the Companies Act every company has to hold the Annual GeneralCompanies Act every company has to hold the Annual General
Meeting. Meeting. 
Ans.Ans. (1) Annual General Meeting is a  (1) Annual General Meeting is a meeting of all the members of the company whichmeeting of all the members of the company which
is held once a year after the is held once a year after the closing of the financial year in accordance with theclosing of the financial year in accordance with the
provisions of Section 96 provisions of Section 96 of the Companies Act, 2013. of the Companies Act, 2013. 
The main objects of holding The main objects of holding the Annual General Meeting are to inform the members ofthe Annual General Meeting are to inform the members of
the company about the the company about the performance of the company during the financial year completedperformance of the company during the financial year completed
and to present and to present the duly audited Profit & Loss Account and Balance Sheet of thethe duly audited Profit & Loss Account and Balance Sheet of the
company for company for their consideration and approval. their consideration and approval. 
(2) Besides, the meeting (2) Besides, the meeting transacts other items of ordinary business such as appointmenttransacts other items of ordinary business such as appointment
of Directors, of Directors, auditors, solicitors, etc. and declaration of dividend. It also transacts auditors, solicitors, etc. and declaration of dividend. It also transacts specialspecial
business such as increase in nominal capital, alteration in the Memorandum business such as increase in nominal capital, alteration in the Memorandum and Articlesand Articles
of Association, etc. All these items of business have to be of Association, etc. All these items of business have to be considered and decided byconsidered and decided by
the members only. Therefore the Companies Act has the members only. Therefore the Companies Act has made it compulsory for everymade it compulsory for every
Company (including a private company) to hold the Company (including a private company) to hold the Annual General Meeting  6 monthsAnnual General Meeting  6 months
after after the completion of its financial year. The time interval between two Annual the completion of its financial year. The time interval between two Annual GeneralGeneral
Meetings should not be more than 15 months.Meetings should not be more than 15 months.

  

Q.7) Answer the following question: Q.7) Answer the following question: 
(1) Explain (1) Explain the functions of a Secretary related with Annual General Meeting. the functions of a Secretary related with Annual General Meeting. 
Ans. The functions of a Secretary related with Annual Ans. The functions of a Secretary related with Annual General Meeting: General Meeting: 
(i) Functions before the Annual General Meeting : (i) Functions before the Annual General Meeting : 
(1) Fixing a Board Meeting: (1) Fixing a Board Meeting: The The Secretary has to convene the Board Meeting to fix theSecretary has to convene the Board Meeting to fix the
date, time and place of date, time and place of the Annual General Meeting. the Annual General Meeting. 
(2) Issue of Notice:(2) Issue of Notice: The Secretary has to print  The Secretary has to print and send the notice, agenda and alland send the notice, agenda and all
other related documents to the members at other related documents to the members at least 21 days prior to the meeting. He is alsoleast 21 days prior to the meeting. He is also
required to publish notice and required to publish notice and agenda in the leading newspapers for convenience ofagenda in the leading newspapers for convenience of
concerned members. concerned members. 
(3) Speech of the Chairman:(3) Speech of the Chairman: The Secretary has to assist the Chairman in preparing the The Secretary has to assist the Chairman in preparing the
Chairman’s speech and Chairman’s speech and to get it printed. to get it printed. 
(4) Preliminary arrangements:(4) Preliminary arrangements: Secretary has to make necessary arrangements such Secretary has to make necessary arrangements such
as booking of hall, seating as booking of hall, seating arrangements, checking admission cards, public addressarrangements, checking admission cards, public address
system, lighting, system, lighting, refreshment, etc. refreshment, etc. 



(5) Company Accounts:(5) Company Accounts: The  The Secretary has to get the annual accounts finalised, asSecretary has to get the annual accounts finalised, as
soon as the financial soon as the financial year is over. These accounts include Trading Account, Profit andyear is over. These accounts include Trading Account, Profit and
Loss Account, Loss Account, Balance Sheet and other statements. They must be prepared in the formsBalance Sheet and other statements. They must be prepared in the forms
prescribed by the Companies Act. He has to prepare Annual Report also. prescribed by the Companies Act. He has to prepare Annual Report also. 
(ii) Functions during the Annual General Meeting: (ii) Functions during the Annual General Meeting: 
(1) Attendance:(1) Attendance: The Secretary has to keep  The Secretary has to keep the Attendance Register and the Register ofthe Attendance Register and the Register of
Members ready at the gate. Each Members ready at the gate. Each member has to sign in the register after getting hismember has to sign in the register after getting his
membership verified. membership verified. 
(2) Quorum(2) Quorum : The Secretary has to  : The Secretary has to check the requirements of the quorum as per thecheck the requirements of the quorum as per the
provision in the Articles He provision in the Articles He confirm the result of his checking to the Chairman. He has toconfirm the result of his checking to the Chairman. He has to
wait for half an wait for half an hour in the case the meeting is short of the quorum. After half an hour thehour in the case the meeting is short of the quorum. After half an hour the
meeting can be commenced if there is the required quorum or may be adjourned in meeting can be commenced if there is the required quorum or may be adjourned in thethe
absence of the quorum. absence of the quorum. 
(3) Reading reports:(3) Reading reports: The Secretary has to read  The Secretary has to read the notice the agenda of the Annualthe notice the agenda of the Annual
General Meetings minutes of the last Annual General Meetings minutes of the last Annual General Meeting and the Directors' ReportGeneral Meeting and the Directors' Report
at the beginning of the meeting. at the beginning of the meeting. 
(4) Writing the proceedings(4) Writing the proceedings: : The Secretary has to note down the decisions resolutionsThe Secretary has to note down the decisions resolutions
and explanatory points and explanatory points about the proceedings of the meeting in a serial order. This isabout the proceedings of the meeting in a serial order. This is
necessary for necessary for writing minutes. writing minutes. 
(5) Helps the Chairman:(5) Helps the Chairman: During  During the course of the meeting the Secretary has to providethe course of the meeting the Secretary has to provide
necessary assistance and necessary assistance and related information, materials etc. to the Chairman as andrelated information, materials etc. to the Chairman as and
when required for when required for smooth conduct of the meeting. smooth conduct of the meeting. 
(6) Conduct Poll:(6) Conduct Poll: The Secretary has to make  The Secretary has to make all the arrangements for voting and poll ifall the arrangements for voting and poll if
demanded by the members. demanded by the members. 
(iii) Functions after the Annual General Meeting: (iii) Functions after the Annual General Meeting: 
(1) Drafting the Minutes:(1) Drafting the Minutes: The Secretary has to draft the minutes of the meeting within The Secretary has to draft the minutes of the meeting within
30 days of the 30 days of the meeting. He has to submit the draft of the minutes for approval andmeeting. He has to submit the draft of the minutes for approval and
signature signature of the Chairman. of the Chairman. 
(2) Implementing decisions:(2) Implementing decisions: The Secretary has to instruct the concerned executives to The Secretary has to instruct the concerned executives to
execute the decisions execute the decisions taken in the meeting and to take action on the resolutionstaken in the meeting and to take action on the resolutions
approved in the approved in the meeting meeting 
(3) Sending documents and filing resolutions:(3) Sending documents and filing resolutions: The Secretary has to arrange for the The Secretary has to arrange for the
despatch of dividend warrant to all the despatch of dividend warrant to all the shareholders as declared In the Annual Generalshareholders as declared In the Annual General
meeting within 30 days of the date meeting within 30 days of the date of declaration of dividend. He has to file Annualof declaration of dividend. He has to file Annual
Returns with the Registrar of Returns with the Registrar of companies. He has to file the copies of the specialcompanies. He has to file the copies of the special
resolutions passed at the resolutions passed at the Annual General Meeting with the Registrar of CompaniesAnnual General Meeting with the Registrar of Companies
within 30 days of their within 30 days of their passing.passing.
(4) Send intimation to absent members:(4) Send intimation to absent members: The secretary has to send the information of The secretary has to send the information of



the proceedings, resolutions the proceedings, resolutions passed and other related information of the meeting to thepassed and other related information of the meeting to the
absent members.                                                                           absent members.                                                                                                                     

  

(2) Explain (2) Explain the different types of General meetings of Company.the different types of General meetings of Company.
Ans. The different types of General Meetings of Ans. The different types of General Meetings of Company: Company: 
(1) Annual General Meeting (Section 96 to 98)(1) Annual General Meeting (Section 96 to 98)
(A) Meaning:(A) Meaning: A meeting of all the  A meeting of all the shareholders which is held once in every calendarshareholders which is held once in every calendar
year as per the provisions of year as per the provisions of Section 96 to 98 of the Companies Act, 2013, is called anSection 96 to 98 of the Companies Act, 2013, is called an
Annual General Annual General Meeting. Meeting. 
(B) Purpose of Annual General Meetings: ((B) Purpose of Annual General Meetings: (1) 1) To approve annual accounts. Directors'To approve annual accounts. Directors'
report and auditors‘ report (2) To report and auditors‘ report (2) To declare dividend (3) To elect Directors in place ofdeclare dividend (3) To elect Directors in place of
retiring Directors and (4) retiring Directors and (4) to appoint auditors and fix their remuneration (5) To provide anto appoint auditors and fix their remuneration (5) To provide an
opportunity to opportunity to the shareholders (members) to discuss and review the progress andthe shareholders (members) to discuss and review the progress and
performance performance of the company. of the company. 
(C) Legal Provisions: (C) Legal Provisions: 
(1) Time of holding Annual General Meeting:(1) Time of holding Annual General Meeting: The first Annual General Meeting must The first Annual General Meeting must
be held within 9 months from the date of be held within 9 months from the date of closing first financial year. closing first financial year. 
Thereafter subsequent Annual Thereafter subsequent Annual General Meeting should be held within 6 months of theGeneral Meeting should be held within 6 months of the
closing of the financial closing of the financial year. The gap between two consecutive  Annual year. The gap between two consecutive  Annual GeneralGeneral
Meetings shall not be more than 15 months. On the request of the Meetings shall not be more than 15 months. On the request of the company. Registrar ofcompany. Registrar of
Companies may extend the time to conduct Annual General Companies may extend the time to conduct Annual General Meeting by further period ofMeeting by further period of
not more than 3 months. However, this extension not more than 3 months. However, this extension cannot be granted in case of firstcannot be granted in case of first
Annual General Meeting. These legal Annual General Meeting. These legal provisions are not applied to One Personprovisions are not applied to One Person
Company. Company. 
(2) Authority to convene Annual General Meeting : (2) Authority to convene Annual General Meeting : The The right to convene this meetingright to convene this meeting
is vested with the Board of Directors. is vested with the Board of Directors. 
(3) Notice :(3) Notice : The notice of this meeting  The notice of this meeting must be sent to all the members of the companymust be sent to all the members of the company
at their registered address by at their registered address by post or through electronic mode at least 21 days prior topost or through electronic mode at least 21 days prior to
the date of the the date of the meeting. meeting. 
(4) Date, time and place of Annual General Meeting (4) Date, time and place of Annual General Meeting : : Annual General Meeting mustAnnual General Meeting must
be called during working hours between 9 am to 6 pm be called during working hours between 9 am to 6 pm on any day except nationalon any day except national
holiday. It must be held either at the registered holiday. It must be held either at the registered office of the Company or at any otheroffice of the Company or at any other
place within the city in which registered place within the city in which registered office in located. office in located. 
(5) Quorum:(5) Quorum: The requisite Quorum for  The requisite Quorum for Annual General Meeting is:Annual General Meeting is:

Sr noSr no
Number of shareholderNumber of shareholder Requisite QuorumRequisite Quorum

11 Up to 1000Up to 1000 5 member5 member



22 1000 to 50001000 to 5000 15 member15 member
33 More than 5000More than 5000 30 member30 member

For private company, For private company, requisite quorum is 2 members.requisite quorum is 2 members.

(6) Adjournment of Meeting:(6) Adjournment of Meeting: In the absence of requisite quorum, meeting is adjourned In the absence of requisite quorum, meeting is adjourned
and is held on the and is held on the same day, time and place next week. same day, time and place next week. 
(7) Default :(7) Default : In case the company fails  In case the company fails to hold Annual General Meeting, the companyto hold Annual General Meeting, the company
and every officer of the company and every officer of the company who is in default are punishable with fine which may bewho is in default are punishable with fine which may be
up to Rs 1 ,00,000 and up to Rs 1 ,00,000 and in the case of continuing default with further fine which wayin the case of continuing default with further fine which way
extend up to Rs extend up to Rs 5,000 per day.5,000 per day.

(11) Extraordinary General Meeting (Section 100): (11) Extraordinary General Meeting (Section 100): 
(A) Meaning:(A) Meaning: A general body meeting of  A general body meeting of all the shareholders of a company other than aall the shareholders of a company other than a
Statutory Meeting or an Annual Statutory Meeting or an Annual General Meeting which is held in between the twoGeneral Meeting which is held in between the two
Annual General Meetings is Annual General Meetings is called Extraordinary General Meeting. called Extraordinary General Meeting. 
(B) Purpose :(B) Purpose : This meeting is convened  This meeting is convened Whenever it becomes necessary to take anWhenever it becomes necessary to take an
immediate decision on some important immediate decision on some important issue affecting the business of the companyissue affecting the business of the company
which cannot be postponed till the which cannot be postponed till the next Annual General Meeting. next Annual General Meeting. 
The purpose of Extraordinary General Meeting :The purpose of Extraordinary General Meeting : (1) Alterations in the clauses of (1) Alterations in the clauses of
Memorandum of Association such as name Memorandum of Association such as name clause, domicile clause or object clause. (2)clause, domicile clause or object clause. (2)
Alteration in Articles of Alteration in Articles of Association. (3) Removal of Director before theAssociation. (3) Removal of Director before the
expiry of his term. (4) expiry of his term. (4) Removal of auditor before expiry of his term. (5) VoluntaryRemoval of auditor before expiry of his term. (5) Voluntary
winding-up of winding-up of company.company.

(C) Legal Provisions: (C) Legal Provisions: 
(1) Authority to convene (1) Authority to convene Extraordinary General Meeting: Extraordinary General Meeting: 
(a) Board of Directors:(a) Board of Directors: The Board of Directors has right to call this meeting by giving The Board of Directors has right to call this meeting by giving
proper notice proper notice to the shareholders. to the shareholders. 
(b) Board of Directors on requisition of Members :(b) Board of Directors on requisition of Members : In case of company having share In case of company having share
capital, the shareholders holding at least 1/10 capital, the shareholders holding at least 1/10 of the paid-up share capital carrying votingof the paid-up share capital carrying voting
rights and in the case of a rights and in the case of a company not having share capital members having 10% ofcompany not having share capital members having 10% of
voting powers can request voting powers can request to hold Extraordinary General Meeting. The Board ofto hold Extraordinary General Meeting. The Board of
Directors in such case must Directors in such case must hold Extraordinary General Meeting within 45 days of thehold Extraordinary General Meeting within 45 days of the
date of receipt of date of receipt of requisition from the members. requisition from the members. 
(c) Requisitionist themselves:(c) Requisitionist themselves: If the Board unable to call an Extraordinary General If the Board unable to call an Extraordinary General
Meeting, the meeting can Meeting, the meeting can be called by the requisitionist themselves. In such casebe called by the requisitionist themselves. In such case
meeting must be held meeting must be held within 3 months from the date of deposit of requisition. Thewithin 3 months from the date of deposit of requisition. The
company in such company in such case is required to reimburse the expenses incurred by thecase is required to reimburse the expenses incurred by the
requisitionists to requisitionists to arrange and organise such meeting.arrange and organise such meeting.



(d) National Company Law Tribunal (NCLT) or Government (d) National Company Law Tribunal (NCLT) or Government : If on account of any: If on account of any
reason it 13 totally impracticable for a company reason it 13 totally impracticable for a company to hold Extraordinary General Meetingto hold Extraordinary General Meeting
then National Company Law Tribunal can then National Company Law Tribunal can order the company hold it. NCLT has power toorder the company hold it. NCLT has power to
order such a meeting on its own or order such a meeting on its own or at the request of a Director or any member havingat the request of a Director or any member having
voting rights. voting rights. 
(D) Notice:(D) Notice: The notice of an  The notice of an Extraordinary General Meeting must be given to theExtraordinary General Meeting must be given to the
members at least 21 days in members at least 21 days in advance. If the company intends to transact any specialadvance. If the company intends to transact any special
business, it requires business, it requires to send an explanatory statement to the members along with theto send an explanatory statement to the members along with the
notice. notice. 
(E) Quorum:(E) Quorum: The quorum for this meeting  The quorum for this meeting is 5 members in case of public company andis 5 members in case of public company and
2 members in case of private 2 members in case of private company.company.

  

3) Explain the 3) Explain the different types of Directors Meeting. different types of Directors Meeting. 
Ans.Ans.  The different types of The different types of Directors Meeting: Directors Meeting: 
(1) Board Meeting (Section 173): (1) Board Meeting (Section 173): 
(A) Meaning:(A) Meaning: The meeting of Directors,  The meeting of Directors, which is held frequently to discuss importantwhich is held frequently to discuss important
issues, to take decisions on issues, to take decisions on important policy matters and to implement is called a Boardimportant policy matters and to implement is called a Board
Meeting. Meeting. 
(B) Legal Provisions regarding Board Meeting: (B) Legal Provisions regarding Board Meeting: 
(a) Authority to convene: (a) Authority to convene: The Chairman of the Board is the proper authority to conveneThe Chairman of the Board is the proper authority to convene
the Board Meeting. the Board Meeting. 
(b) Number of Board Meeting: (b) Number of Board Meeting: 
(i) First Board Meeting:(i) First Board Meeting: The first Board Meeting is required to be held within 30 days of The first Board Meeting is required to be held within 30 days of
is the date of is the date of its incorporation. its incorporation. 
(ii) Subsequent Board Meeting:(ii) Subsequent Board Meeting: Subsequent Board meetings must be held at least Subsequent Board meetings must be held at least
once in 3 calendar months i.e. once in 3 calendar months i.e. minimum 4 Board Meetings must be held every year. Theminimum 4 Board Meetings must be held every year. The
time gap between two time gap between two Board meetings should not be more than 120 days. Board meetings should not be more than 120 days. 
(iii) In case of One Person Company :(iii) In case of One Person Company : In a One Person Company, small company and In a One Person Company, small company and
dormant company, the Board Meeting dormant company, the Board Meeting must be held once in the period of six months, i.e.must be held once in the period of six months, i.e.
at least one meeting in at least one meeting in each half of calendar year. The time gap between two Boardeach half of calendar year. The time gap between two Board
Meetings should not Meetings should not be less than 90 days. be less than 90 days. 
(c) Virtual Meeting :(c) Virtual Meeting : A  A virtual meeting of Directors means Directors around the city orvirtual meeting of Directors means Directors around the city or
outside the outside the city regardless of their location use audio video and link online, use videocity regardless of their location use audio video and link online, use video
teleconference software. This is a quicker and efficient way to co-ordinate and teleconference software. This is a quicker and efficient way to co-ordinate and conductconduct
urgent meeting with various members or departments in an organisation. urgent meeting with various members or departments in an organisation. It depends onIt depends on
the flow of information and ease of communication between the the flow of information and ease of communication between the participants. Theparticipants. The
meeting should be capable of recording and recognising the meeting should be capable of recording and recognising the participation of Directors.participation of Directors.
However, in certain cases Central Government However, in certain cases Central Government specifies certain matters that cannot bespecifies certain matters that cannot be



discussed and dealt through video discussed and dealt through video conferencing or other audio visual means. conferencing or other audio visual means. 
(D) Notice :(D) Notice : The notice of Board  The notice of Board Meetings must be sent to all the Directors of the boardMeetings must be sent to all the Directors of the board
at least 7 days prior at least 7 days prior to the Board Meeting at their registered address by hand delivery orto the Board Meeting at their registered address by hand delivery or
by post or by post or by electronic means. Agenda of the meeting also to be sent along with notice. by electronic means. Agenda of the meeting also to be sent along with notice. 
(E) Quorum:(E) Quorum: The quorum for this meeting  The quorum for this meeting is one-third of the total number of Directors oris one-third of the total number of Directors or
two Directors whichever is two Directors whichever is higher. The Directors who have personal interest in the materhigher. The Directors who have personal interest in the mater
to be discussed to be discussed in the meeting are excluded from the quorum. in the meeting are excluded from the quorum. 
(F) Adjournment:(F) Adjournment: In the absence of requisite  In the absence of requisite quorum, the meeting is adjourned and isquorum, the meeting is adjourned and is
to be held on the same day, same time to be held on the same day, same time and place next Week.and place next Week.
(2) Committee Meeting : (2) Committee Meeting : 
(A) Meaning:(A) Meaning: In a Joint Stock Company,  In a Joint Stock Company, the usual committees are formed from amongthe usual committees are formed from among
the members of the Board of the members of the Board of Directors. A meeting of: the members of such committee isDirectors. A meeting of: the members of such committee is
called committee called committee meeting e.g. a meeting allotment committee. (B) Legal Provisions : Themeeting e.g. a meeting allotment committee. (B) Legal Provisions : The
Articles Articles of Association of the company provide for the appointment of differentof Association of the company provide for the appointment of different
committees and holding their meetings to expedite the managerial work. committees and holding their meetings to expedite the managerial work. 
Such committee is formulated Such committee is formulated to investigate and submit a report after a carefulto investigate and submit a report after a careful
examination of various examination of various aspects of the problem under investigation from all possibleaspects of the problem under investigation from all possible
angles. The rules angles. The rules and procedure for convening and conducting committee meeting areand procedure for convening and conducting committee meeting are
generally laid generally laid down by the Board. down by the Board. 
(C) Assistance:(C) Assistance: The Secretary has to  The Secretary has to provide needed assistance to the committee. Heprovide needed assistance to the committee. He
is required to prepare and is required to prepare and maintain separate minutes book to record the proceedings ofmaintain separate minutes book to record the proceedings of
committee meetings. committee meetings. 
(D) Frequency :(D) Frequency : The committee collects the  The committee collects the relevant information of the problem underrelevant information of the problem under
consideration and holds several consideration and holds several meetings for a detailed study of the collectedmeetings for a detailed study of the collected
information. The committee, then information. The committee, then prepares a report for consideration and approval of theprepares a report for consideration and approval of the
Board. To carry out the Board. To carry out the assigned work systematically, to discuss the problems and toassigned work systematically, to discuss the problems and to
exchange views, exchange views, the committee members frequently arrange the committee meetings.the committee members frequently arrange the committee meetings.


