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ANNEXURE – I 

 

1. GENERAL CHECK LIST 
 

S.no.  Details  Remarks 

 

1.  Name of the parties, registered office address, Full name, 

parentage, age, description of each party. Complete details 

including mobile No, e-mail address, Phone No. of the 

Petitioner and Respondent(if known), Provision of Law under 

which the application/petition has been filed   should be same in 

the memo of parties, filed document and case details in the 

dashboard (online portal).  

 

2.  Registered Office Address of the Corporate Debtor falling 

within the territorial jurisdiction of the NCLT bench before 

which filling has been done. 

( If not, register the petition with defect to be decided before the 

bench)  

 

3.  Synopsis and List of dates and Events  

4.   Every appeal or petition or application or caveat petition or 

objection or counter presented to the Tribunal shall be in 

English and in case it is in some other Indian language, it shall 

be accompanied by a true translated  copy in English  

 

5.   Every appeal or petition or application or caveat petition or 

objection or counter shall be fairly and legibly type written with 

no overwriting, lithographed or printed in double spacing on 

single side of standard petition paper with an inner margin of 

about four centimetre width on top and with a right margin of 

2.5. cm, and left margin of 5 cm, duly paginated, indexed and 

stitched together in paper book form, unless otherwise directed   

 

6.  The cause title/case type shall state “Before the National 

Company Law Tribunal” and shall specify the Bench to which it 

is presented and also set out the proceedings or order of the 

authority against which it is preferred.   

 

7.  Appeal or petition or application or counter or objections shall 

be divided into paragraphs and shall be numbered consecutively 
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8.  Full name, parentage, age, description of each party and address 

and in case a party sues or being sued in a representative 

character, shall also be set out at the beginning of the appeal or 

petition or application 

 

9.  The names of parties shall be numbered consecutively and a 

separate line should be allotted to the name and description of 

each party. 

 

10.  Every proceeding shall state immediately after the cause title the 

section and provision of law   

 

11.  Every interlineations, eraser or correction or deletion in any 

appeal or petition or application or document shall be initialled 

by the party or his authorised representative presenting it. 

 

12.  At the foot of every petition or appeal or pleading there shall 

appear the name and signature of the authorised representative.   

 

13.  Every petition or appeal shall be signed and verified by the 

party Email, Aadhar no. , PAN and Address. 

 

14.  Complete detail of counsel including full name email address 

enrolment no., postal address and Signature of the Counsel for 

the Petitioner has been affixed at the last page of the Petition, 

index memo of parties 

 

15.  Affidavit verifying the Application executed in a Non – Judicial 

Stamp paper, duly signed, notarized by a Notary Public or 

attested by an Advocate with date and enrolment number (Rule 

127 of NCLT Rules, 2016) as stipulated in Form No. NCLT 6 

of NCLT Rules, 2016 (see Rule 34 of NCLT Rules, 2016). 

 

16.  Vakalatnama has been properly stamped (Court Fee Stamp Rs 

3/-, Advocate Welfare Stamp Rs. 25/-, and Clerk Welfare Stamp) 

duly signed by all the Advocates with date and Enrolment 

Number. It should also contain the case number and/if IA 

number. 

 The Advocate attesting the Vakalatnama shall mention the date 

and Enrolment number.  

In case of an Authorized Representative, the Memorandum of 

Appearance should be in a Non – Judicial Stamp paper and 

attested by a Notary with date.  

The Vakalatnama should contain the name of the parties, 
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advocate contact details and signatures clearly. 

Additionally, if the Vakalatnama is signed by more than one 

advocate, then the details of all the advocates  should be entered 

in the Representation tab of the dashboard (online Portal ) 

17.  Vakalatnama is mandatory while filing the Petition, Application 

and Reply.  

In case of Application and reply, if the Vakalatnama is on 

record then the same is to be mentioned in the index clearly.  

 

18.  All documents shall be accompanied by an index. In case filling 

has been done in more than a single volume there should be a 

volume wise index and an internal index in each volume 

 

19.  Documents accompanying the Petition have been duly certified 

by the Advocate / Authorized Representative./ Party in person 

 

20.  In the pending matters, all applications shall be presented after 

serving copies thereof in advance on the opposite side or his 

authorised representative.  ( Proof of service mandatory ) 

 

21.  OCR on all pages  

22.  Date should be mentioned on the Index, Memo of party, 

affidavit and Vakalatnama. 

 

23.  All Annexures to have “True Copy” and Signature. No need in 

orders of any court/tribunal 

 

24.  Bookmarking with pagination as per Index. Pagination on all 

the pages. 

 

25.  In case of filling additional document, compliance order/latest 

order if any is mandatory  
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2. APPLICATIONS CHECK LIST 

S.no.  Details  Remarks 

 

1.  In case of all applications 

a. Memo of Parties 

b. Application with Prayer  

c. Affidavit of the Applicant/Petitioner 

d. Vakalatnama 

e. Relevant Annexures 

 

2.  In case of Contempt or intervention application, Synopsis and 

List of dates and Events is mandatory. 

 

3.   In case of Reports of RP/COC/IRP/Liquidator only the Report 

with Affidavit is to be filed as an Interim Application. 

In case the report is filed by the RP u/s 99(10) of IBC, then 

proof of Service of IA (to debtor and creditor) is to be annexed  

 

4.   In case of application for recall of order, the relevant order is to 

be attached as an annexure.  

 

5.   In case of application of Condonation of Delay, the document 

for which condonation is sought is to be attached as an annexure. 

 

6.  In case of Rule 63 Appeal, the order of the Registrar, declining 

the registration under Rule 28 is to be annexed with the defect 

sheets. The filing number of the declined filing is to be 

mentioned in the prayer. The defective document is also to be 

annexed with the application.  
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3. SECTION – 7 OF IBC (FINANCIAL CREDITOR) 

 

S. no. Particulars Remarks 

1.  Petition has been filed in Form – 1 of the Insolvency & 

Bankruptcy (Application to Adjudicating Authority) 

Rules, 2016. 

 

2.  Debt amount Rs. 1 Crore and above [Form – 1, Part – IV 

(Sl. No. 2) of the Application]. 

 

3.  Documents filed by the Financial Creditor along with the 

Application to prove “Financial Debt” viz. Loan 

Agreement, Promissory Note, any other document 

evidencing disbursal of debt. (Part – V, Sl. No. 8 of the 

Application) 

 

4.  Date of Default (Sl. No. 2 of Part – IV of the 

Application). 

Applicant may mention multiple dates or time bracket 

instead of specific date. 

 

5.  Limitation: Petition filed within 3 years from the date of 

default. Otherwise, any other document or 

acknowledgement of debt to prove the extension of 

limitation under Section 18 of Limitation Act, 1963 to be 

filed. 

 

6.  Master Data of the Corporate Debtor.  

7.  Name of the Interim Resolution Professional (IRP) along 

with his consent (Form 2) and Authorization for 

Assignment in Form AFA (Part – III of the Application). 

 

8.  A copy of the Board Resolution authorizing the person to 

file the Application, in case the Financial Creditor is a 

Company. 

 

9.  Proof of serving a copy of the Petition to the Corporate 

Debtor and IBBI. 
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4. SECTION – 9 OF IBC (OPERATIONAL CREDITOR) 

 

S.no. Particulars Remarks 

1.  Petition has been filed in Form – 5 of the Insolvency 

& Bankruptcy (Application to Adjudicating 

Authority) Rules, 2016 

 

2.  Debt amount Rs. 1 Crore and above [Form – 5, Part – 

IV (Sl. No. 2) of the Application]. 

 

3.  Date of Default(Sl. No. 2 of Part – IV of the 

Application). 

 

4.  Limitation: Petition filed within 3 years from the date 

of default. Otherwise, any other document or 

acknowledgement of debt to prove the extension of 

limitation under Section 18 of Limitation Act, 1963 

to be filed. 

 

5.  Record of default issued by the Information utility 

(Regulation 21 (4) of IBBI Information Utility 

Regulations, 2017) in Form D, if any available 

 

6.  Copy of Certificate Issued by the Financial 

Institution/Bank maintaining the accounts of the 

Operational Creditor, in Form 5A (Under section 

9(3)(c) of IBC). 

 

7.  Copy of Statement of account of the Operational 

creditor in respect of debt of the Corporate debtor. 

 

8.  Copy of relevant extracts of Form GSTR-1 and Form 

GSTR-3B filed by the Operational Creditor under 

provisions of the relevant laws relating to Goods 

Services Tax, and copy of e-way bill wherever 

applicable.  

 

9.  Serving of Demand Notice issued under Section 8 to 

the Corporate Debtor along with the proof of service.  

 

10.  Affidavit under Section 9(3)(b) of IBC, 2016 to be 

enclosed, in case there is no reply to the Demand 

Notice. 

 

11.  Master Data of the Corporate Debtor.   

12.  The name of Interim Resolution Professional (IRP)  
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proposed is not mandatory. However, if mentioned in 

Part – III of the Application, the consent of the IRP 

in Form AA (Regulation 3(1A) of IBBI (Resolution 

process for Corporate Persons) Regulations, 2016 

and Authorization for Assignment in Form AFA are 

to be enclosed). 

13.  Documents filed by the Operational Creditor along 

with the Petition to prove “Operational Debt” viz. 

Invoices, Purchase Order, Cheques, Agreement etc. 

(Part – V, Sl. No. 8 of the Application).  

 

14.  A copy of the Board Resolution authorizing the 

person to file the Petition in case the Operational 

Creditor is a Company. 

 

15.  Proof of serving a copy of the Petition to the 

Corporate Debtor and to IBBI. 
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5. SECTION –10 OF IBC (CORPORATE APPLICANT FOR INITIATION OF CIRP) 

 

 S.no. Particulars  Remarks 

1.  Petition has been filed in Form – 6 of the Insolvency 

& Bankruptcy (Application to Adjudicating Authority) 

Rules, 2016 

 

2.  Documents filed by the Corporate Applicant along 

with the Application to prove “Financial Debt” or 

“Operational Debt” viz. Loan Agreement, Promissory 

Note, and any other document evidencing debt. 

 

3.  Copy of the Board Resolution passed by the board of 

directors of the corporate Debtor for initiating CIRP 

under section 10 of IBC, 2016. 

 

4.  Copy of the special resolution passed by the 

shareholders of the Corporate Debtor for initiating 

CIRP under Section 10 of IBC, 2016 along with the 

list of Shareholders who have attended the meeting 

are to be attached. 

 

5.  Copy of Audited financial statements of the Corporate 

Debtor for the last two financial years and provisional 

financial statement for the current financial year (Not 

earlier than 14 days from the date of Application) 

 

6.  A copy of the Board Resolution authorizing the 

person to file the Application/ Authorization letter 

from the CD.  

 

7.  Master Data of the Corporate Debtor   

8.  Date of Default (Sl. No. 2 of Part – IV of the 

Application). 

 

9.  Limitation: Petition filed within 3 years from the date 

of default. Otherwise, any other document or 

acknowledgement of debt to prove the extension of 

limitation under Section 18 of Limitation Act, 1963 to 

be filed. 

 

10.  Debt amount Rs. 1 Crore and above [Form – 6, Part – 

IV (Sl. No. 2) of the Application]. 
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11.  Serving of copy of the Application to the Corporate 

Debtor and IBBI along with proof of service. 
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6. SECTION –12A OF IBC (WITHDRAWAL OF CIRP) 

 
S.no.  Particulars Remarks 

1.  The Application has been filed under the category of 

“Interlocutory Application” (IBC) as stipulated in 

Form No. NCLT 1 of NCLT Rules, 2016 (see Rule 

34 of NCLT Rules, 2016) 

 

2.  Application has been filed as per Regulation 30A of 

IBBI (Insolvency Resolution Process for Corporate 

Person) Regulations 2016 read with Section 12A of 

IBC, 2016 has to be filed within 3days of approval by 

COC. 

 

3.  After constitution of CoC, the Application is to be 

filed by the IRP / RP with a copy of the Resolution 

passed by 90% of the CoC for withdrawal of CIRP 

along with Form FA [Regulation 30A of IBBI 

(IRPCP) Regulations, 2016] 

 

4.  Copy of the order passed by the Tribunal admitting 

CIRP against the Corporate Debtor. 

 

5.  Bank guarantee/demand draft towards estimated 

expenses. 
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7. SECTION –12 OF IBC (EXTENSION OF CIRP PERIOD) 

 
S.no. Particulars Remarks 

1.  Application should be filed under the category of 

“Interlocutory Application”. (IBC) as stipulated 

in Form No. NCLT 1 of NCLT Rules, 2016 

(see Rule 34 of NCLT Rules, 2016) 

 

2.  Copy of the order passed by the Tribunal 

admitting CIRP of Corporate debtor. 

 

3.  Copy of the minutes of the CoC seeking 

extension of CIRP Period of 66% of votes. 

 

4.   In case of prayer for extension number of days 

of extension sought along with the date with 

effect from which it is sought should be 

specifically mentioned in the prayer. 

In case of prayer for exclusion, period for which 

exclusion is sought should specifically 

mentioned in the prayer. 
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8. SECTION –22 OF IBC (APPOINTMENT OF RESOLUTION PROFESSIONAL) 

 

 S.no. Particulars Remarks 

1.  The Application has been filed under the category of 

“Interlocutory Application” (IBC) as stipulated in Form No. 

NCLT 1 of NCLT Rules, 2016 (see Rule 34 of NCLT Rules, 

2016) 

 

2.  Copy of the order admitting the CIRP against the Corporate 

Debtor. 

 

3.  Copy of the Resolution Passed by the CoC with 66% voting 

share for replacement of IRP. 

 

4.  The CoC can delegate any person to file this Application, and if 

so, copy of the Resolution passed in this regard to be enclosed. 

 

5.  Consent of the proposed RP in Form 2 and the ‘Authorization 

for Assignment’ (AFA). 

 

6.  Advance copy of the Application to be served to the 

Respondent and the proof of the service to be enclosed. 
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9. SECTION –27 OF IBC (REPLACEMENT OF RESOLUTION PROFESSIONAL) 

 

S.no. Particulars Remarks 

1.  The Application should be filed under the category of 

“Interlocutory Application” (IBC) as stipulated in Form No. 

NCLT 1 of NCLT Rules, 2016 (Rule 34 of NCLT Rules, 

2016) 

 

 

2.  The Application to be filed by the CoC for replacement of RP 

with another RP. 

The CoC can delegate any person to file this Application, if 

so, copy of the Resolution which has been passed to be 

enclosed. 

 

3.  Copy of the order admitting the CIRP against the Corporate 

Debtor. 

 

4.  Copy of the resolution passed by the CoC with 66% voting 

shares for replacement of the RP.  

 

5.  The Application to be filed by the CoC for replacement of RP 

to another RP. The CoC can delegate any person to file this 

Application, if so, copy of the Resolution which has been 

passed to be enclosed. 

 

6.  Consent of the proposed RP in Form 2 and also the 

‘Authorization for Assignment’ (AFA) are to be filed.  

 

7.  Advance copy of the Application to be served to the 

Respondent and the proof of the service to be enclosed. 
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10. SECTION –30 AND 31 OF IBC (SUBMISSION OF RESOLUTION PLAN AND APPROVAL) 

 
S. no. Particulars Remarks 

1.  The Application to be filed under the category of 

“Interlocutory Application” (IBC) as stipulated in Form 

No. NCLT 1 of NCLT Rules, 2016 (see Rule 34 of NCLT 

Rules, 2016) 

 

2.  The Application to be filed only by the RP.  

3.  Copy of the order of admitting the CIRP against the 

Corporate Debtor. 

 

4.  Copy of minutes of meeting of CoC in which the 

Resolution approving the Resolution plan was passed by 

the CoC with 66% voting share to be enclosed along with 

Voting Results. 

 

5.  Copy of affidavit executed by the Successful Resolution 

Applicant  under section 29 A IBC 

 

6.  Copy of the Performance bank guarantee executed by 

Successful Resolution Applicant 

 

7.  Form A – Public Announcement  

8.  Form G – Expression of Interest (Regulation 36A(1) of 

IBBI (Resolution process for Corporate Person) 

Regulation, 2016) to be attached. 

 

9.  Form H – Compliance Certificate to be attached.  
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11. SECTION –59(7) OF IBC (VOLUNTARY LIQUIDATION) 

S. no Particulars Remarks 

1.  The Application should be filed under the category of 

“Company Petition” (IBC) as stipulated in Form No. 

NCLT 1 of NCLT Rules, 2016 (see Rule 34 of NCLT 

Rules, 2016) 

 

2.  The Cause title should be in the name of “Liquidator”.  

3.  Copy of special resolution passed by the members of the 

company in a general meeting for voluntary liquidation of 

Corporate Applicant and Appointment of IP as Liquidator. 

 

4.  Copy of Declaration by an affidavit from the majority of 

directors of the company stating that full enquiry into the 

affairs of the company has been made and opinion has 

been formed that the company has no debt or it will be 

able to pay the debt in full from the proceeds of assets to 

be sold under voluntary liquidation. 

 

5.  Copy of audited financial statement and record of 

business operation of the company for the previous two 

years or for the period since its incorporation whichever is 

later 

 

6.  Copy of the valuation report of assets of the Corporate 

Applicant prepared by the Registered Valuer, if any. 

 

7.  Copy of the resolution passed by creditors (2/3rd value of 

the debt) of the Corporate Debtor, within seven days from 

the date of special resolution passed for voluntary 

liquidation. 

 

8.  Copy of the intimation to the ROC and IBBI for voluntary 

liquidation of the company within 7 days of such 

resolution or subsequent approval by the Creditors as the 

case maybe. 

 

9.  Copies of Certificate of Incorporation, Memorandum of 

Association and Article of Association of Corporate 

Applicant to be attached. 

 

10.  Master Data of the Corporate Applicant is to be enclosed.   
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 11.  Copy of the Board resolution filed with the Registrar of 

Companies in e-form MGT-14 

 

12.  Copy of Public announcement by the Liquidator in Form 

A [Under Regulation 14 of IBBI (Voluntary Liquidation 

Process)  Regulations, 2017] 

 

13.  Copy of Preliminary report by the Liquidator under 

Regulation 9 of IBBI (Voluntary liquidation process) 

Regulations, 2017. 

 

14.  Copy of List of Stakeholders under Regulation 30 of IBBI 

(Voluntary liquidation process) Regulations, 2017 

 

15.  Copy of Compliance Certificate in Form H under 

Regulation 38 of IBBI (Voluntary liquidation process) 

Regulations, 2017 

 

16.  Copy of details of opening of bank account by the 

Liquidator under Regulation 34 of IBBI (Voluntary 

liquidation process) Regulations, 2017 

 

17.  Copy of the letter issued by the Liquidator to the bank for 

closure of bank account of Voluntary Liquidation along 

with copies of statement of account. 

 

18.  Copy of report of Liquidator for distribution of proceeds 

from realization under Regulation 35 of IBBI (Voluntary 

liquidation process) Regulations, 2017 

 

19.    Copy of final report sent to RoC and IBBI under 

regulation 38 of IBBI (Voluntary liquidation process) 

Regulations, 2017 
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12. SECTION – 94 OF IBC  (INSOLVENCY RESOLUTION PROCESS INITIATED BY PERSONAL 

GUARANTOR)  

 

S. no. Particulars Remarks 

1.  Petition to be filed in Form – A of the Insolvency & 

Bankruptcy (Application to Adjudicating Authority for 

Insolvency Resolution Process for Personal Guarantors to 

Corporate Debtor) Rules, 2019 

 

2.  Minimum default / debt amount is Rs. 1000 and above.  

3.  List of all Debts.  

4.  Date of Default to be entered in the Application (Sl. 7, Part-

III).  

 

5.  Copy of the order admitting CIRP against the Corporate 

Debtor to be attached. If the CIRP against the Corporate 

Debtor has not been initiated, please mention. 

 

6.  Limitation: Application has been filed within 3 years from the 

date of default (Date of Invocation of Guarantee). Otherwise, 

any other document or acknowledgement of debt to prove the 

extension of limitation under Section 18 of Limitation Act, 

1963. 

 

7.  Invocation of guarantee Deed  

8.  Documents filed by the Debtor along with the Application viz. 

Guarantee Agreement/ Deed of Guarantee.  

 

9.  Master Data of the Corporate Debtor is to be enclosed.   

10.  The name of Interim Resolution Professional (IRP) is not 

mandatory. However, if mentioned in Part – III of the 

Application, the consent of the IRP in Form AA and 

Authorization for Assignment in Form AFA to be enclosed. 

 



 

Page 26 of 44 
 

      

13. SECTION –95 OF IBC ( CIRP AGAINST PERSONAL GUARANTOR) 

 

S.no. Particulars Remarks 

1.  Petition to be filed in Form – C of the Insolvency & 

Bankruptcy (Application to Adjudicating Authority 

for Insolvency Resolution Process for Personal 

Guarantors to Corporate Debtor) Rules, 2019 

 

2.  Minimum default / debt amount Rs. 1000 and above.  

3.  Copy of the order admitting CIRP against the 

Corporate Debtor. If there is no admission order of 

Corporate Debtor, then kindly mention. 

 

4.  Date of Default (Date of invocation on Bank 

Guarantee) (Sl. 4, Part-III of the Application). 

 

5.  Limitation: Application has been filed within 3 years 

from the date of default. Otherwise, any other 

document or acknowledgement of debt to prove the 

extension of limitation under Section 18 of 

Limitation Act, 1963. 

 

6.  Master Data of the Corporate Debtor is to be 

enclosed.  

 

7.  Documents filed by the Creditor along with the 

Application viz. Guarantee Agreement,/Deed of 

Guarantee.  

 

8.  Copy of Income Tax returns of the Guarantor for the 

previous three years. 

 

9.  Serving of Demand Notice in Form – B to the 

Personal Guarantor along with the proof of service. 

 

10.  Serving of copy of the Application to the Respondent 

along with proof of service. 

 

11.  The name of the Interim Resolution Professional 

(IRP) is not mandatory. However, if mentioned in 

Part – III of the Application, the consent of the IRP 

in Form 2 and Authorization for Assignment in Form 

AFA to be enclosed. 

 

12.  Serving of copy of the Application to the Respondent  
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along with proof of service. 

13.  The matter to be listed before the same Court where 

the CIRP / Liquidation proceeding in respect of the 

Corporate Debtor is pending. 
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14. SECTION – 114 OF IBC (REPAYMENT PLAN)  

 
S. no. Particulars Remarks 

1.  The Application should be filed under the category of 

“Interlocutory Application” (IBC) as stipulated in Form 

No. NCLT 1 of NCLT Rules, 2016 (see Rule 34 of NCLT 

Rules, 2016) 

 

2.  The Application is to be filed only by the RP.   

3.  The Report of the RP under Section 112 of IBC, 2016 is to 

be enclosed 

 

4.  Repayment Plan, whether approved or rejected by the 

creditors. 

 

5.  The minutes of all the meetings of the Creditors is to be 

enclosed. 

 

6.  Voting Results along with Copy of Resolution passed by 

Creditors, whether approving or rejecting the repayment 

plan. 

 

7.  Copy of the order of admission of Insolvency Resolution 

Process against the Personal Guarantor to be enclosed. 
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15. SECTION – 122 OF IBC  (APPLICATION FOR BANKRUPTCY BY A GUARANTOR)  

 
S.no. Particulars Remarks 

1.  Petition to be filed in Form – A of Rule 6(1) of the 

Insolvency & Bankruptcy (Application to Adjudicating 

Authority for Bankruptcy Process for Personal Guarantors 

to Corporate Debtors) Rules, 2019 

 

2.  Detail of Debt outstanding  

3.  Copy of the order of admitting of Insolvency Resolution 

Process against the Personal Guarantor to be enclosed.  

 

4.  Copy of the Order of rejection of Repayment Plan by the 

Adjudicating Authority, if applicable.  

 

5.  The guarantor shall serve a copy of the application to every 

creditor and the corporate debtor proof of service.  
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16. SECTION – 123 OF IBC (APPLICATION FOR BANKRUPTCY BY A CREDITOR)  

 
S. 

No 

Particulars Remarks 

1.  Petition to be filed in Form – B of Rule 7(1) of the Insolvency & 

Bankruptcy (Application to Adjudicating Authority for 

Bankruptcy Process for Personal Guarantors to Corporate 

Debtors) Rules, 2019 

 

2.  Details of Debt outstanding  

3.  Copy of the order of initiation of Insolvency Resolution Process 

against the Personal Guarantor to be enclosed.  

 

4.  Copy of the Order of rejection of Repayment Plan by the 

Adjudicating Authority, if applicable.  

 

5.  The Applicant / Creditor shall serve a copy of the application to 

the guarantor and the corporate debtor. 

 

6.  Remarks of the Scrutiny Clerk.(Proof of Service)  
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17. SECTION – 66 OF COMPANIES ACT (REDUCTION OF SHARE CAPITAL) 

S. no. Particulars Remarks 

1 The Petition should be filed under the category of 

“Company Petition(Companies Act)” as detailed in 

Form No. RSC 1 of NCLT (Procedure for Reduction of 

Share Capital of Company) Rules, 2016   

 

2 The Petition should contain the following documents: 

(i) Copy of the special resolution passed by the 

Board of Petitioner Company for reduction of 

share capital along with the explanatory 

statement. 

(ii) Copy of Board resolution passed by the Petitioner 

Company approving the reduction of share 

capital. 

(iii) Copy of notice sent to the members and all 

stakeholders of the Petitioner Company along 

with the annexure for reduction of share 

capital. 

(iv) Copy of attendance sheet of AGM/EGM meeting. 

(v) Copy of Certificate of Incorporation, 

Memorandum of Association and Articles of 

Association of the Petitioner Company. 

(vi) Copy of Minutes proposed to be filed with RoC. 

(vii) The list of creditors duly certified by the 

Managing Director, or in his absence, by two 

directors, which is made as on a date not 

earlier than fifteen days prior to the date of 

filing of an application showing the details of 

the creditors of the company, class-wise, 

indicating their names, addresses and amounts 

owed to them;  

(viii) A certificate from the auditor of the company 

to the effect that the list of creditors referred to 

is correct as per the records of the company 

verified by the auditor;  
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 (ix) A certificate by the auditor and declaration by a 

director of the company that the company is 

not, as on the date of filing of the application, 

in arrears in the repayment of the deposits or 

the interest thereon; and  

(x) A certificate by the company’s auditor to the 

effect that the accounting treatment proposed 

by the company for the reduction of share 

capital is in conformity with the accounting 

standards specified in section 133 or any other 

provisions of Act.  

(xi) List of Statutory Authorities to whom notices are 

required to be ordered. 
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18. SECTION –230-232 OF COMPANIES ACT (AMALGAMATION, MERGER, COMPROMISE 

AND ARRANGEMENT) (FIRST MOTION) 

 

 

 

 

 

 

S.no. Particulars Remarks 

1.  The Application should be filed under the category of “CA (CAA) 

Merger and Amalgamation (Companies Act)” as detailed in Form No. 

NCLT 1 of NCLT Rules, 2016 (see Rule 34 of NCLT Rules, 2016) 

 

2.  Master Data of the Company   

3.  The Annexures of the First Motion Application should contain the 

following documents:   

(i) A copy of the Scheme 

(ii) Certificate of Incorporation, Memorandum of Association and 

Articles of Association of Each Company 

(iii) Board Resolution of the Applicant Company 

(iv) Accounting Treatment Certificate under Section 133 of CA, 

2013 for all the Companies involved in the Scheme.  

(v) Audited balance sheet for the last two proceedings financial 

years and unaudited provisional balance sheet six month 

prior to filing of the petition. 

(vi) Valuation Report from a Chartered Accountant in relation to 

Share Exchange ratio, if applicable. 

(vii) Certificate of Chartered Accountant for class of Shareholders/ 

Members 

(viii) Certificate of the Chartered Accountant for class of creditors 

(ix) Affidavit under Section 230(2) 

(x) If dispensation for holding meeting is sought – 

(a) Consent of the Shareholders by way of Affidavit  

(b) Consent of the Creditors by way of Affidavit   
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19. SECTION 230-232 OF COMPANIES ACT(AMALGAMATION, MERGER, COMPROMISE AND 

ARRANGEMENT)(SECOND MOTION)(AS APPLICATION) 

S.no. Particulars Remarks 

1.  The Application should be filed under the category of 

“CP (AA) Merger and Amalgamation (Companies Act)” 

as detailed in Form No. NCLT 1 of NCLT Rules, 2016 

(see Rule 34 of NCLT Rules, 2016) 

 

2.  A brief synopsis as per the format prescribed by NCLT 

to be attached along with the Application. 

 

3.  The report of Chairman of the meeting to be filed with 

NCLT within three days from the date of meeting. 

 

4.  The Second Motion petition is to be filed within a period 

of 7 days from the date of filing of the Report of the 

Chairman with NCLT. 

 

5.  First Motion Case number and Copy of the order of first 

motion  

 

6.  If dispensation for holding meeting is sought, the Second 

Motion petition is to be filed within a period of 14 days 

from the date of order of the first motion. 

 

7.  The Second Motion Application should contain the 

following documents:  

(i) A copy of the Scheme 

(ii) Certificate of Incorporation, MOA & AOA of the 

applicant company 

(iii) Board Resolution of the Applicant’s Company 

(iv) Accounting Treatment Certificate under Section 

133 of CA, 2013 for all the Companies involved in 

the Scheme.  

(v) List of Statutory Authorities to whom notices are 

required to be ordered.  

(vi) Audited balance sheet for the last two years and 

unaudited provisional balance sheet six month 

prior to filing of the petition. 
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 (vii) Chairman Report, if meetings are conducted. 

(viii) Valuation Report from a Chartered Accountant in 

relation to Share Exchange ratio, if applicable. 
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20. SECTION –241-242 OF COMPANIES ACT(OPPRESSION AND MISMANAGEMENT) 

 

S. No. Particulars Remarks 

1.  The Petition should be filed under the category of “Company 

Petition (Companies Act)” as detailed in Form NCLT 1 of 

NCLT Rules 2016 (see Rule 34 of NCLT Rules, 2016). 

 

2.  The persons filing the Petition under Section 241 of the 

Companies Act, 2013 should have – 

(a) Not less than  one hundred members or not less than 

1/10th of the total number of members of the Company 

whichever is less, or  

Any member or members holding not less than one-tenth of 

the issued share capital of the company.  

(b) A Company not having a share capital not less 1/5th of 

the total number of members. 

 

3.  If any of the requirement specified in 2 above, an application 

for waiver of the requirement to be filed by the Petitioner 

under section 244 of the Companies Act.  

 

4.  Notice of motion as per Form No. NCLT 3 to be annexed 

(See Rule 34 of NCLT Rules, 2016) 

 

5.  The Petition has to be served to the Respondents, concerned 

Regional Director, Registrar of Companies and the proof of 

service is required to be filed. 

 

6.  Certificate of Incorporation  

7.  Memorandum and articles of association   

8.  Master Data from MCA  

9.  Board Resolution   
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21. SECTION –252 OF COMPANIES ACT(APPEAL AGAINST STRIKING OF NAME OF THE 

COMPANY) 

 

S. No. Particulars Remarks 

  1 The Petition should be filed under the category of 

“Company Appeal(Companies Act)” as detailed in Form 

NCLT 9 of NCLT Rules 2016 (see Rule 34 of NCLT 

Rules, 2016). 

 

2 The Petition has to be filed only by a member, creditor, 

workmen or any other company. 

 

3 The Petition under Section 252(1) & 252(3) shall contain 

following documents; 

(i) Date of striking off under Section 248  should be 

mentioned. 

(ii) Certificate of Incorporation of the Company. 

(iii) Copy of Memorandum of association and Article 

of association of Appellant Company. 

(iv) Copy of master data of the Appellant Company 

(v)  Last available Balance Sheet and Financial 

Statement of the Company 

(vi) STK-1, STK – 5 and STK – 7 issued by the 

concerned Registrar of Companies and reply if 

any by the Applicant Company 

(vii) Copies of Income Tax Returns filed by the 

Applicant Company two years prior to the date 

of strike off. 

(viii) GST Returns, if applicable. 

(ix) Copy of bank statements preceding two years from 

the date of strike off. 

(x) Any other document to show that the company has 

been active and carrying on business two years 

preceding the date of strike off. 

 

4 The Petition has to be served to the concerned Registrar of 

Companies and the proof of service for the same. 
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ANNEXURE - II 

 
UNDERTAKING FOR REGISTRATION AND LISTING OF MATTERS "WITH DEFECTS" 

(To be furnished by the Petitioner(s)/Applicant(s)/Appellant(s)) 

Before the NATIONAL COMPANY LAW TRIBUNAL 

_____________________ BENCH 

Filing No.: ______________________ 

Case No. (if allotted): ______________________ 

Case Title: ______________________ 

Section: ______________________ 

UNDERTAKING 

I/We, ________________________________________, the Petitioner(s)/Applicant(s)/Appellant(s) 

in the above matter, do hereby solemnly undertake as under: 

1. During scrutiny of the above matter, the Registry has communicated the following 

outstanding office objection(s):  

S.no.    Outstanding Registry Objections/Defects  

1. 
 

2. 
 

3. 
 

4. 
 

2. Despite due diligence, the aforesaid objection(s) could not presently be complied with for the 

following reason(s):  

 

 

Accordingly, I/We respectfully request that the matter may kindly be registered and placed before the 

Hon'ble Bench with the endorsement "With Defects". 

3. I/We undertake to comply with such directions as may be issued by the Hon'ble Bench in 

respect of the aforesaid objection(s) within such time as may be granted by the Hon'ble 

Bench. 

,,  

4. Wherever applicable, I/We further undertake that:  



 

Page 39 of 44 
 

(a) I/We shall file legible, complete or duly authenticated copies of the document(s), 

including Apostilled, Consularised/Legalised or otherwise authenticated documents, 

wherever required, within such time as may be directed by the Hon'ble Bench; 

(b) pending such compliance, I/We shall not rely upon the document(s) presently under 

objection unless specifically permitted by the Hon'ble Bench; and 

(c) I/We shall abide by all further directions that may be issued by the Hon'ble Bench in 

relation to the aforesaid objection(s). 

5. I/We understand and acknowledge that registration of the matter and its listing "With 

Defects" shall not be construed as acceptance by the Registry of the correctness, 

admissibility, sufficiency or legal validity of the documents or as waiver of any outstanding 

Registry objection.  

6. I/We further undertake that this undertaking shall remain binding upon me/us until the 

outstanding objection(s) are duly complied with or appropriate orders are passed by the 

Hon'ble Bench.  

 

Verified at ____________________ on this ____ day of ______, 20__that the contents of this 

undertaking are true and correct to my/our knowledge and belief and that nothing material has been 

concealed therefrom. 

 

Signature of the Petitioner(s)/Applicant(s)/Appellant(s) 

 

 



 

Page 40 of 44 
 

 

ANNEXURE - III 
 

NATIONAL COMPANY LAW TRIBUNAL 

____________ BENCH 

OFFICE REPORT 

(Matter Listed "With Defects") 

Filing No.: ______________________ 

Case No. (if allotted): ______________________ 

Case Title: ______________________ 

Section: ______________________ 

Date of Filing: __________ 

Date of Registration: __________ 

It is respectfully submitted as under: 

1. The above matter was scrutinized by the Registry in accordance with the provisions of the 

National Company Law Tribunal Rules, 2016, the notified checklist of defects and the 

applicable administrative instructions.  

2. During scrutiny, the Registry identified and communicated the following office objections to 

the filing party:  

(i) _______________________ 

(ii) _______________________ 

(iii) _______________________ 

3. The filing party has complied with all office objections except the following:  

(i) _______________________ 

(ii) _______________________ 

4. The filing party has submitted that despite due diligence, the aforesaid objection(s) could not 

presently be complied with for the following reason(s):  

-----------------------------------------------------------------------------------------------------------------

-----------------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------- 

5. The filing party has further submitted that:  
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(a) the outstanding objection(s) involve issue(s) requiring consideration of the Hon'ble Bench; 

or 

(b) the defect(s) cannot presently be cured despite due diligence; or 

(c) the document(s) in question are not proposed to be relied upon unless permitted by the 

Hon'ble Bench; or 

(d) the document(s) have been obtained from a statutory/public authority or portal in the form 

presently available. 

6. The filing party has furnished an undertaking that:  

(a) it shall comply with such directions as may be issued by the Hon'ble Bench regarding the 

outstanding objection(s); 

(b) wherever applicable, it shall file legible/complete documents or otherwise cure the defect 

within such time as may be granted by the Hon'ble Bench; and 

(c) it shall not rely upon the document(s) presently objected to unless permitted by the 

Hon'ble Bench. 

7. The undertaking furnished by the filing party has been examined and approved by the Deputy 

Registrar/Joint Registrar (Scrutiny).  

8. The Registry submits that the remaining objection(s) require appropriate orders of the 

Hon'ble Bench. 

Accordingly, the matter is respectfully placed before the Hon'ble Bench and listed as "With Defects" 

for appropriate orders. 

Submitted for kind consideration. 

Date: __________ 

Joint Registrar / Deputy 

Registrar/Assistant Registrar 

(In-charge, Scrutiny) 
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ANNEXURE - IV 
 

NATIONAL COMPANY LAW TRIBUNAL 

____________ BENCH 

MENTIONING SLIP 
                Date: ____ 

 

CP/CA/IA No.: ___ of ___      

_________________________________    Petitioner/ Applicant      

 Versus      

____________________________________    Respondent 

 

It is respectfully submitted: - 

1. That the above-mentioned matter is pending in scrutiny/listed before this Hon’ble Bench on ________  

2. The present mentioning is being made for: 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

It is, therefore, most respectfully prayed that this Hon’ble Bench may kindly permit mentioning of the matter; 

and pass appropriate directions for ______________. 

 

 

         [Name of Counsel / Party/Authorised Representative] 

[Enrolment Number] 

[Contact Details] 

 

Remarks of Court Master:-  

___________________________________________________________________________ 

 

          Signature of Court Master 
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ANNEXURE - V 
 

NATIONAL COMPANY LAW TRIBUNAL 

____________ BENCH 

ADJOURNMENT SLIP 

 

To, 

The Registrar,  

National Company Law Tribunal 
 

Subject: - Request for Adjournment 
 

Sir, 

Kindly adjourn the hearing of the case, particulars whereof are given below: 

1. Case Number:         

2. Bench: 

3. Name of the Applicant (Petitioner/Respondent): 

4. Reason for Adjournment: 

5. Period of Adjournment: 

6. Whether Intimation given to all the parties (Mention the Names of Advocates appearing for 

other parties with confirmation of Intimation) 

7. Next date of hearing: 

8. Whether any interim order is operating in the case: 

9. Number of adjournment/s already taken: 

 

 

(Name/signature) 
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ANNEXURE - VI 
 

NATIONAL COMPANY LAW TRIBUNAL 

____________ BENCH 

APPEARANCE SLIP 

 

              Date of Listing -  

 

Court No: – 

Item No: –  

Case/I.A. No: - 

In the matter of: 

_________________________________________________________________________________

_________________________________________________________________________________ 

S.no. Name of the Advocate/ Authorised 

Representative/RP/Liquidator 

Enrollment Number)If Any) 

1.    

2.    

 

Appearing for Petitioner(s) / Respondent(s) No. 

________________________________________________________________________ 

 

 

       Signature of the Counsel 
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