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Foreword

KK BALU, B.A., B.L. P.G.D.T.L., D.C.L.B.P., FICA

Advocate & Arbitrator
(Former Vice-Chairman, Company Law Board)

Sengani Amman Koil Street, Maduvankari, Guindy, Chennai-600 032

It gives me great pleasure to write this foreword on the book authored by
Prof. Dr. V. Balachandran. The title reads as “An Outline of Company Secretarial
Practice”, whereas the book is actually meant for giving students pursuing
commerce and business courses an overview of the conceptual as well as
procedural aspects of Company Law. These aspects have been captured in his
own inimitable style. Being a book meant for students, the author has taken  care
to write the legal aspects in simple language inducing interest on the subject.
While the author has authored several books on various topics, it is of particular
importance to mention here that the book on “An Outline of Company Secretarial
Practice” is a compilation of the whole procedural aspects of corporate functions
/ requirements in a compact form under one roof benefitting immensely the student
community and it will also serve as a valuable guide to the teachers.

Company Law is not a new subject. Having been the Vice-Chairman of
Company Law Board, I have dealt with a few intrinsic chapters of Company
Law and I am aware of the complex nature of the subject as this law applies to
small companies as well as multinational corporations operating in India. Under
the Companies Act, a company is treated as an independent corporate legal entity.
There are various stakeholders such as the shareholders, creditors and customers.
The law has thought it fit to create a responsible body of persons known as the
Board of Directors to direct the activities of the company and define its policies
and carryout its objectives. Most of the powers of the company are exercisd by
the Board of Directors. Wherever the law or the Articles of Association stipulates
shareholders must approve the proposals put forward by the Board of Directors.

The author has dealt with all these factors in a lucid and intelligible language
in several conveniently organized chapters. I went through some of the chapters
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such as incorporation of companies, directors, dividends, resolutions and minutes,
statutory books and returns. I would like to place it on record that these subjects
have been dealt with in a simple manner so that students are in a position to
understand the structure of the law and what it aims to achieve. The author has
given a few formats also which will be useful to get an idea of the manner in
which practical and procedural aspects are handled. The review questions will
help the students to do a self-assessment of what they have understood from the
reading of the chapters thereby inculcating confidence in themselves.

The efforts taken by the author deserves to be appreciated. Anyone who
goes through the book will be greatly benefited to get an outline of the law and
also understand the practical and procedural aspects thereto. In the three parts of
the book, while Part I dwells on Secretarial Practice / Company Law Procedures,
Part II gives model question papers and Part III of the book covers rules, forms
and fees under the Companies Act, 2013 for being useful in the day-to-day
management of the business of companies.

I have to say that Prof. Balachandran has taken adequate endeavours to
provide a simple account of the various aspects of company law including
procedural aspects. I am of the view that the author has indeed facilitated students
to get a grip over the subject especially the secretarial procedures for students of
Business courses. This is a foreword, not a review. I, therefore, must deny myself
the temptation to dwell upon the specifics of the book. The book deserves a
wider appreciation. I have great pleasure in recommending the book not only to
students but also academicians and professionals towards proper compliance
with statutory and corporate governance requirements apart from serving as a
preventive rather than curative measure.

KK BALU
11.10.21

Foreword
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The corporate sector has become dynamic and vibrant on account of development in Science, Information
and Communication Technology. The enhanced developments in ICT have changed not only the routine
life of individuals but also brought about significant changes in the functioning of corporate sector.
There has been an imperative need on the part of the Government to make changes in various laws
particularly the Companies Act. In tune with changes witnessed at the global level, the 57 year old
erstwhile Companies Act, 1956 was totally repealed and in its place the Government enacted Companies
Act, 2013. The Act came into force from April 1, 2014. The Companies Act, 2013 intended to facilitate
more friendly business regulations through enhanced e-governance initiatives to accelerate the Indian
corporate sector. The Act has introduced numerous provisions to overcome the shortcomings and
loopholes noticed in the erstwhile Companies Act, 1956. The Act has introduced new concepts such as
one person company, small company, associate company, dormant company, corporate governance,
corporate social responsibility, accounting standards, auditing standards, secretarial standards, e-voting,
conducting meetings through video conferencing, speedy registration process compatible with
e-governance.

The Companies Act, 2013 was rewritten to facilitate easy interpretation and to delink the procedural
aspects from the substantive law. The book is designed to incorporate the procedural aspects of Company
Law and covered in every chapter the duties of secretary, for instance secretarial procedures with
respect to company incorporation, changes in various clauses of MOA and AOA, issue of prospectus,
fresh issue of shares,  issue  of right shares, issue of bonus shares, issue and redemption of debentures
in the light of SEBI [Issue of Capital and Disclosure Requirements] Regulations, 2018, secretarial
procedure with respect to issue of sweat equity shares, allotment of shares, issue and redemption of
preference shares, alteration of capital, capital reduction, increase of capital, issue of notices, agenda
and minutes of board meetings and general meetings etc.

Chapter 10 titled Company Secretary has been stuffed with not only the role of whole time secretary
but also the areas of practice and the various services being rendered by the Company Secretary in
practice, in the present liberalised and globalised scenario. Equipped with multi skills and professional
competence, today Company secretaries play several roles  such as (a) As a Statutory Officer; (b) As a
Compliance Officer; (c) As a Coordinator – Internal and External;  (d) As a Chief Administrative
Officer; (e) Public Relations Officer; (f)  As a Legal Officer; (g) Custodian of properties of company;
and (h) As a Governance Professional.

In order to provide adequate knowledge to the students of business courses  either to work or
undergo internship training in Secretarial Departments of companies, Four chapters from 11th  to 14th

are entirely devoted to understand both the theoretical aspects and practical aspects of conducting

DEDICATED TO
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board meetings and general meetings, besides explaining the key requisites of a valid meeting. To give
practical exposure to the students, specimen resolutions, notices, agenda and details on agenda, minutes
for Board meetings, Annual general meetings and Extraordinary General Meetings have been provided
at the appropriate pages in this book.

The Government has brought in various amendments, namely, Companies (Amendment) Act, 2015,
2017, 2019 and 2020. On ease of doing business front, the Government of India has enacted the series
of amendments , relaxations, exemptions and simplification in the various Acts, Rules, Regulations etc.
covering various business related issues for the promotion of corporate sector.  Some of the key
amendments are highlighted in the book.

The special feature of the book is that it tries to cover the syllabi at all India level and is written in
a simple and lucid style to be understood by a common man. There are many  examples and explanation
which make the book interesting reading. The book comprises of two parts, namely, Part 1 Secretarial
Practice comprising mainly Secretarial Procedures and Part II Knowledge Refresher. The recent
amendments and developments with respect to procedural aspects in  company law have been
incorporated in the book. The second part contains QUIZ in Company Secretarial Practice, ten Model
Question papers, syllabus on Company secretarial practice adopted in some of the universities and
colleges, List of forms used in day to day business, Fees payable for filing various documents under the
Companies Act.   Further, the past years question papers of some of the Universities are also included
in the book.  The fourteenth edition has discussed clearly in a simple style the key aspects of  some of
the provisions and mostly procedural aspects of Company Law.

Students pursuing B.Com, BBA, BL, M.Com, MBA, Allied business courses  will find the book as
a classroom textbook as in the past.  Suggestions are welcome for further improvement and they will be
gratefully acknowledged.

At this juncture, I wish to record my sincere thanks to the reputed Publisher of the book,
M/s. Sultan Chand & Sons, New Delhi for  their commitment, dedication, involvement their co-ordination
and for nice printing of the book.

V. Balachandran
P.K. Ghosh
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