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1. Introduction

This user guide document provides the steps that the public are expected to follow in carrying
out changes / updates pertaining the incorporated / registered companies in the eROC system.
The system prompts messages and alerts, if the user makes any mistakes in using the system and
the users are requested to give due attention to the messages and alerts prompted by the system
prior to proceeding to the next step.

All the details of the companies used in this guide including the name of the company, names of
Directors, Secretary and Shareholder and their respective details are sample data and they have
been used exclusively for the purpose of demonstrating the changes / updates related to
operation in the eROC system.

2.  Creating User login
2.1 Creating a normal user:

This section provides guidelines to create an account for the user who is completely new to the system.
The applicant must click on the ‘Register’ button next to the ‘I’'m New to the ROC System’ register option

Depicted as Figure 2.1.

G a

< C A Notsecure | 220.247.219.173/fn o a v @ i

| BA6PM

LRl O search for anything i . = < i3 B 43 gy L

Figure 2.1

Upon clicking the ‘Register’ option, the system will move to the next menu where the applicant has to
choose the following
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The users’ country of origin whether Sri Lankan or Non - Sri Lankan from the menu below depicted in
Figure 2.2.

Country of Origin

Figure 2.2

Once the appropriate choice is made by the applicant, the applicant will be navigated to the ‘Personal
Information ‘screen. The Applicant is requested to fill the mandatory details which are denoted by *
mentioned in the ‘Personal Information’ screen below.

The Department of the
@ Registrar of Companies e RoC Home ) LOGIN

Sri Lanka

O

O Rev
QO other

Figure 2.3
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& The Department of the
@lﬂiﬂrﬂ of Companies 'eROC Home ) LOGIN

Sri Lanka

- +94 4 A4 N + 0114962949

Sri Lanka
Western v District Colombo

Bl Secretariat Colombo v o Aluthkade East

Figure2.4

Sri Lanka

& TheDepartment of the
5@2 Registrar of Companies 'eROC Home ) LOGIN

Sri Lanka
Western v t Colombo

—— v a Aluthkade East

Figure 2.5

The applicant needs to enter the email address and enter the password and again re-enter the password
to confirm as indicated in the image below and after that click on the ‘Register’ option.

11
KPMG in Sri Lanka — Process B — Public Interface
© 2020 KPMG, a Sri Lankan partnership, and a member firm of the KPMG network of independent member
firms affiliated with KPMG International Cooperative, a Swiss entity. All rights reserved.




Sri Lanka

O ra—— =]

Register

Figure 2.6

> The Department of the
E@g Registrar of Companies ~@2RC Dashboard

Sri Lanka

Thank you for registering

An email verification link has just been sent to “sshathu@ymail.com’ email account to verify your email and continue

the registration process. click here to reactivate if the link is expired

Figure 2.7

Upon registering, the system will send a verifying email, once the applicant receives this from that e-mail
the user will be able to login to the system with their username and password, as indicated in the image
below.
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@, The Department of the
E@ Registrar of Companies ~@R.( S -

Sri Lanka

In-Progress
B | oasHBOARD p
B | NAME RESERVATION Re-Submit
D‘ REGISTRATION OF AUDITORS
Name Approval
33+ | REGISTRATION OF SECRETARY
8 | REGISTER FOR SOCIETY Name Rejected

#§ | REQUEST CERTIFIED COPIES
Name Canceled

. REQUEST CERTIFIED COPIES
SOCIETY)

Incorporate Approval

# | FILE SEARCH

Figure 2.8

2.2. Creating a Director/Secretary Login:

This section provides guidelines for the login account creation of the company directors or company
secretaries.

The applicant must click on the ‘Register’ button next to the ‘I’'m a Director/I'm a Secretary’ register
option. This is the same for a director or a secretary.

Figure 2.9

Upon clicking the ‘Register’ option, the system will move to the next menu, where the applicant must
choose the relevant country of origin and the category from the menu below.
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Country of Origin

Figure 2.10

Once the appropriate choice is made by the applicant, the applicant will be navigated to the ‘Personal
Information’ screen and the applicant is requested to fill the details mentioned in the ‘Personal
Information’ screen below.

A TheDepartment of the
g@ Registrar of Companies ‘eRoC Home +) LOGIN
o= Sri Lanka ——
O Director Secretary O Secretary Firm
O Rev O mr O mrs O Miss O or
QO other

Figure 2.11
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The Department of the
S 2 Ieﬂsll’ll of Companies ‘e RoC Home 4 LOGIN

Sri Lanka

+94 478844 s + 0114967893

Sri Lanka

Province Western . District Colombo

Figure 2.12

LT ra—— = | B

Sri Lanka

Sri Lanka
Western v trict Colombo

tariat Colombo v o Aluthkade East

Figure 2.13

The applicant needs to enter the email address and the password, and once this is done, the user needs
to verify the information as per the image below and then click on the ‘Register’ option.
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Sri Lanka

The Department of the
@Iﬂim of Companies ‘eROC Home +) LOGIN

Register

Figure 2.14

The Department of the
Registrar of Companies ‘eROC Dashboard

Sri Lanka

Thank you for registering

An email verification link has just been sent to “epispermic@mayimed.com” email account to verify your email and

continue the registration process. click here to reactivate if the link is expired

Figure 2.15

Upon registering, the system will send a verification email and the applicant will be able login to the
system with their username and password and they will be directed to their dashboard as indicated in
the image below.
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The Department of the
@ Registrar of Companies ’eRoC Dashboard e Hi Chamali

o= Sri Lanka

In-Progress
B | oasHBOARD
" ’ , e .
B | NAME ResERVATION O All online reg P are to submit for .
changing company names via name change method. DO NOT use name
£ | REGISTRATION OF AUDITORS b method for Lo 4
Name Approva
38+ | REGISTRATION OF SECRETARY -
:8: | REGISTER FOR SOCIETY Name Rejected

# | REQUEST CERTIFIED COPIES
Name Canceled

. REQUEST CERTIFIED COPIES
SOCIETY)

ncorporate Approval

# | FILE SEARCH

Figure 2.16

2.3 Creating a Liquidator/Administrator Login:

This section provides guidelines to create a user account for a liquidator or an administrator.

The applicant must click on the ‘Register’ button next to the ‘I'm a liquidator/I’m an Administrator’ to
create a login.

Figure2.17
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Upon clicking the ‘Register’ option, the system will move to the next menu, where the applicant must
choose the relevant country of origin from the menu below.

Register for an Administrator/ a Liquidator

Figure2.18

Once the appropriate choice is made by the applicant, the applicant will be navigated to the ‘Personal
Information’ screen. The Applicant is requested to fill the details mentioned in the ‘Personal Information’
screen below, specially the mandatory fields denoted by *

8. The De.partmenl of the ) -
Q Registrar of Companies RoC Home %) LOGIN

Sri Lanka T

O Other

Figure 2.19
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The Department of the
Iqistmcl Companies ‘eRoC Home # LOGIN

Sri Lanka

f +94 478844 s + 0116789367

Sri Lanka
Western v District Colombo

ol Secretariat Colinba v Aluthkade East

Figure 2.20

Upon completing the personal contact information and address, the applicant will be requested to select
the companies that he / she is appointed as the administrator/liquidator, by entering the company
registration number (PV number) and clicking on the ‘ADD’ option.

The Department of the
@ Registrar of Companies eRoC Home % LOGIN

Sri Lanka

Colombo v L Aluthkade East

Select companies where you have been appointed as an administrator

Figure 2.21
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The information added on the company, will be displayed as depicted in the image below.

Sri Lanka

The Department of the
3@2 Registrar of Companies ‘eRoC Home #) LOGIN

Select companies where you have been appointed as an administrator

Figure 2.22

The applicant needs to enter the email address and enter / verify the password to confirm the information
as indicated in the image below and then click on the ‘Register’ option.

Sri Lanka

. The Department of the
Qlﬂ?ﬂﬂﬂﬂanﬁn {ROC Home +) LOGIN

Register

Figure 2.23
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SriLanka

. The Department of the
Registrar of Companies ‘eROC Dashboard

Thank you for registering

An email verification link has just been sent to "epispermic@discovino.com” email account to verify your email and

continue the registration process. click here to reactivate if the link is expired

Figure 2.24

Upon successful registration, a verification email will be sent from the system. The applicant will be able
to login to the system and view the company that was added in the dashboard through the verification
email, as indicated in the image below .

> The Department of the
Registrar of Companies ‘eROC Dashboard e Hi Chamali
Sri Lanka PRG——
h In-Progress
| 8 | DASHBOARD Status - All 0
= ‘ NAME RESERVATION JOIN AS AN ADMIN/LIQUIDATOR WITH OTHER COMPANIES A Re-Submit
o 0
p ‘ REGISTRATION OF AUDITORS
o Name Approval
38+ | REGISTRATION OF SECRETARY m °
- ALLOW MELTD PB00003175
i
£33 ‘ REGISTER FOR SOCIETY . ° O Name Re,crl::}
" Address d Lane, Koswatte Road, Nawala,
& ‘ REQUEST CERTIFIED COPIES
o -
a
- REQUEST CERTIFIED COPIES 0
(SOCIETY)
-" HOPELESS HOLDING 0 Incorporate Approva
IS ‘ FILE SEARCH (PVT) LTD

Figure 2.25
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If the applicant requires more companies to be added, then he /she has to click on the ‘Join as an
Admin/Liquidator with other companies’ option that appears on the top of the dashboard. Upon clicking
on the ‘Join as an Admin/Liquidator with other Companies’ button, the user will be navigated to the

screen indicated below.

&, The Department of the
.? Registrar of Companies ‘eROC Dashboard e Hi Chamali
b=a Srilanka e

Select companies where you have been apointed as administrator/liquidator

=

Figure 2.26
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3. Selecting a company from the dashboard to effect changes

A User can select a company from the list of companies that are displayed in his /her dashboard, in order
to effect a change as depicted in the image below.

SriLanka

. The Department of the
3@2 Registrar of Companies ‘eROC Dashboard e Hi Thulashi

v In-Progress
| B | oasweosso e :
w ‘ AME RESERVATION © All online registered companies are adviced to submit requests for changing - oy
company names via name change method. DO NOT use name approval method — o
0 | recistraTioN 0F AuDITORS Sor company name changes
Narme Aggreva
12 | reaisTer ror sociery | Nae 2ot
OVERSEAS WHITE FC00003342 0
® | reavesT cerminen copres =
Address

Name Canceled
P

o | Femestcomrencores 5 Ovreas S O | = Lot | 5= Chrge

Incerparate Approval
® | Fueseascs L

0O 0 2 00

S = e e
% [
ALLOW ME LTD PB00003175

4 | connespomoence
v ©

| Adéress : 22. 20d Lare. K
| counr onoew-oTHERS FOR

B | companiES --

Figure 3.1

A director / secretary who has obtained a valid user id and a password upon incorporation of the
company, can login to effect the said changes as depicted in the Figure 3.2

. The Department of the
3@3 Registrar of Companies 'eROC Dashboard e Hi Thulashi

SriLanka

. n Progress
| B | oasweosso e :
w ‘ AME RESRRVATION O All online registered companies are adviced 1o submit requests for changing - o Sk
company names via name change method. DO NOT use name approval method = 0

& | reaisTraTion of Auoions for company nemie changes
Name Agprova
12 | reaisTer ror sociery Name Rejected
OVERSEAS WHITE FC00003342 0

® | recvesT cerminen copres =

A— Name Canceled

0
-

e comnnco cones 5 Ovroen Sk O | = Ligidation | = e Chrge
ook

® | Fueseascs

Incerparate Approvai
104

O 0 2 00

)] e = e
) 0
ALLOW ME LTD PB00003175

4 | comnesponvence
: ©
| Address : 22 4 x
| courr onoersoTHERS FOR

B | compAniES --

Figure 3.2
Upon successful login, the director / secretary (hereafter the director / secretary shall be referred to as
applicants in this guide) shall be directed to the following menu, to make the changes as depicted in Figure
3.3 below.
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., The Department of the

Registrar of Companies

SriLanka

| M | oasHeoARD
" ‘ NAME RESERVATION
Ps ‘ REGISTRATION OF AUDITORS
12+ | mecisTRaTION oF secaeTARY
12 | reaisTer ror sociery
- ‘ REQUEST CERTIFIED COPIES

REQUEST CERTIFIED COPIES
(SOCIETY]

. ‘ FLE sEARCH
[} ‘cunses

4 | comessoroce

COURT ORDER/OTHERS FOR
COMPANIES

Phroc

Dashboard e Hi Thulashi
In Progress
6
© All online registered companies are adviced to submit requests for changing = o Sdas
o-Sebeit
company names via name change method. DO NOT use name approval method — -
for company name changes.
Q Name Agproval
[ couru 3 =0
o Name Regected
OVERSEAS WHITE FC00003342 .
'
Adéress ¥ ¥ ® Name Canceled
[}
e ey e
o Incerparate Agpreval
104
= (> g
ALLOW ME LTD PB00003175
: (]
Address : 22 20d L

Figure 3.3

4. Company Changes / Update Section

In order to commence registration of a change / update, the applicant has to click on the Other changes
option depicted in Figure 4.1 and select the relevant change listed with the ‘Other Changes’ option as

depicted in Figure 4.2.

.. The Department of the e
i i Dashboard Hi Thulashi
Registrar of Companies RoC (&)
SriLanka it b vt
o
| M | oAsHeoARD 6
W | naue nesenvarion © Al online registered companies are adviced 1o submit requests for changing = R
company names via name change method. DO NOT use name approval method = .
& | secisraamiow or uorrons for company name changes.
Name Agproval
P ‘ REGISTER FOR SOCIETY ! ) o Nae Repcted
OVERSEAS WHITE FC00003342 0
@ ‘ REQUEST CERTIFED COPIES "
AON— oOry ® Name Cancele¢
o |z T e :
e
Incerparate Approval
» ‘ FILE SEARCH Q 104
B | cuances ey [x ) Rt gtet
ALLOW MELTD PB00003175

4 | comnesponvence

COURT ORDER/OTHERS FOR

: °

Address : 22. 20d ¥

COMPANIES --

Figure 4.1
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After selecting a company, the user will be diverted to select the required changes as indicated below

. The Department of the

Registrar of Companies

Sri Lanka
a | CORRESPONDENCE

B |c0um ORDER/OTHERS
L] I REGISTERED TENDERS
L] | MY TENDER APPLICATIONS

- 3 | SETTINGS

NOTICE OF COMPANY’S CHANGE
OF REGISTERED OFFICE ADDRESS
(Form 13)

Edit Current Request
+# GO TO RECORD

CHANGE OF LOCATION OF THE
RECORDS AND REGISTERS (Form
14)

Make New Request

Figure 4.2

Dashboard

Hi SHAMIL
HASHAN UDARA

(&)

LOCATION OF ACCOUNTING

RECORDS (Form 16)

Make New Request

DECLARATION VERIFYING
MEMORANDUM OF
SATISFACTION OF CHARGE TO
ENABLE THE REGISTRAR
GENERAL OF COMPANIES TO ACT
UNDER SECTION 107 OF THE

=) Bogisirarof Companies ~@RoC

Once the Payment is made successfully for change/ updating, the status of the form will be shown as
“Request processing” depicted in figure 4.3 (Note: The following figure is a sample of one form)

#__ The Department of the
:gcgz Registrar of Companies

Sri Lanka

@ | FLE searcH
@ ]&:NARGES
4 ‘ CORRESPONDENCE

COURT ORDER/OTHERS FOR
COMPANIES

COURT ORDER/OTHERS FOR
SOCIETY

= ‘ REGISTERED TENDERS
S ‘ MY TENDER APPLICATIONS
> l AMALGAMATION

o | e

B | TRANSACTION HISTORY

Proc

ISOUT VI WIS (F Vi )

Dashboard

e Hi Thulashi

VML WY U MR M S e

OF OBLIGATIONS ATTACHED TO A
SHARE PERFORMED BY
SHAREHOLDERS (Form 7)

Reduction of Stated Capital (Form 8)

Acquisition or Redemption by

Company of Own Shares (Form 9)

260 TO RECORD

Figure 4.3
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5. Notice of Change of Name — Form3

If a company after incorporation, needs to change the name of the company, then the said company must
reserve the name (proposed name) by clicking the ‘Name Change’ option (form 3) depicted in the Figure
5.1. These changes can only be made by the directors / secretary of that company.

"4 The Department of the
i i s! Hi Thulashi
(© ) Registrar of Companies RoC Dashboard O
= Srilanka e
in-Progress
W | name resenvarion O All online registered companies are adviced to submit requests for changing

1

company names via name change method. DO NOT use name approval method

REGISTRATION OF AUDITORS fore pay. e chang

[ Name Agprova
18: | RecisTRATION OF SECRETARY e
2% | REGISTER FOR SOCIETY O Name Regctee
OVERSEAS WHITE FC00003342 0
'
® | reavest cenmmen copees
Avs— i ® Name Canceled
!
o |- s ey e
(SOCIETY:
Bcarparate Aggrova
& | mEessancH 0 104
] omnaes = [ %) e~
4 | cornesponoence ALLOW MELTD PB00003175

: ©
| Address : 22 X
B | couRT omoeromHERs For

COMPANIES - -

Figure 5.1

The applicant (director / secretary) will be directed to the ‘Name Reservation’ option to reserve the name
(proposed). Note: The applicant will be allowed to type the proposed name and will be allowed to only
change the suffix of the company name and will not be allowed to change the type of the company as
depicted in Figure 5.2.

The Department of the .
Registrar of Companies ’eRoC Dashboard e Hi SHAMIL

P SriLanka HASHAN UDARA

B | oasHsoarD Begins with () Contains
I PRIVATE LIMITED s NEW SWAGELOK (PVT) LTD PRIVATE) LIMI & [x) m
{ = ‘NAMERESERVAT}ON
(PVT) LTD
D' | REGISTRATION OF AUDITORS ST

233 | REGISTRATION OF SECRETARY

REGISTER FOR SOCIETY

#§ | REQUEST CERTIFIED COPIES

B | cHARcES

<4 | CORRESPONDENCE

Figure 5.2
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Note:

Upon entering the name and selecting the appropriate suffix the applicant can click on the search
button. The System would indicate if there are any contradictions with the rules provided by the ROC
in the ‘Name Change’ process (Rules: Whether the Name exists, whether the name is Pronounceable
etc.)

If there are no duplicates of the name entered, the applicant will be directed to the ‘Name Reservation’
steps in the system to pay online and submit an application to reserve the proposed name (to effect the
name change).

The Applicant would be directed to the ‘Name Reservation’ steps, upon clicking on the ‘Proceed’ Button.
The Applicant is required to fill the company name in Sinhala and Tamil and tick the compliance
statement to indicate agreement to the statement. Then the system activates the ‘Next’ button. Upon
clicking on the ‘Next’ button, the system would direct the applicant to the document upload section.

Figure 5.3 depicts the document upload section during ‘Name Reservation’, where the applicant will be
required to upload the relevant documents pertaining to reserving the name.

@, The Department of the
i i Dashboard Hi SHAMIL
@ Registrar of Companies ~€ P RoC e HSHAML

SriLanka

Reservation Name NEW SWAGELOK (PVT) LTD (PRIVATE) LIMITED

Mr.SHAMIL HASHAN UDARA RANATUNGA

Name Reservation

Other Documents

Next

Figure 5.3

The mandatory documents that are required to be submitted are denoted by * mark following the name
of the document, as depicted in figure 5.3. Once the applicant fulfills the document uploading, the ‘Next’
option depicted in figure 5.3 will be enabled to proceed to the next menu.

The applicant can upload any other relevant documents using the ‘Other Document’ section depicted in
the Figure 5.3. The ‘UPLOAD’ option of ‘Other Documents’ will be enabled only when the applicant types
the name of the document, in the area allowed next to the label ‘Other Documents’.
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Once the applicant clicks on the ‘NEXT’ option, the system will prompt a confirmation option, prior to
proceeding to the payment menu as depicted in the Figure 5.4.

5.1 Payment Steps

Click on start paying button

The Department of the
Registrar of Companies RoC Dashboard e Hi Thulashi
Srilanka e
Payment Description Unit Price (LKR) Qy Sub Total (LKR)
t h urt g 00
TOTAL FEE in LKR( Without VAT and Taxes) : 2,000.00
Other Taxes in LKR (0%) : 0.00
VAT in LKR ( 8%) : 160.00

TOTAL FEE In LKR 2,160.00

o NOTE: In addition to above fee a convenience fee will be payable and the amount will vary depending on nthe payment gateway that you
select. Amex card convenience fee is 2.5% and Visa/Master cards via PayCorp gateway is 2% and Visa/Master cards via BOC gateway is

1.7%

USER PAYMENT AGREEMENT

Are you having any problems please email eroc@info.com or contact on 011-2123456.

VISA &

Figure 5.4

Select payment method

SELECT YOUR PAYMENT OPTION

After entering your card details, please wait until the system comes to the "Payment Success” screen.
D6 gDRBENDS B3DUSES K55S 3209 1518 Bemel Hedmd ymesd 6 69D w3dules HBed 23 1353, 8836 "Payment Success” 2 B&HDDS eBwmeS D ez A2
898m.
e_rusea Ll sfleugnusenet e atefl (b uaund Q& gusBIw IDG, W QFWHPMDMWWID (PG &Hs Bruser "Payment Success’ Q& WS LD T HN1SHM&ES
Ceueior(Hid.

Payment Success

Me. SIRIPALA KATHRIARACHCH!

I

ot PAY VIA PAYCORP ol PAY VIA BANK OF CEYLON
\

A

Figure 5.5
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Figure 5.6

Fill card details and click pay now button

Secure payment @

( » Registrar of Companies - Checkout

Card number *

[

® Vi
Expiry month * Expiry year *
[ v v ov

Cardholder name *

\
Security code *
‘ 8 3 digits on back of your cand

TOTAL LKR: Rs2,196.72

Figure 5.7
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Successfully making the payment and the user can print a receipt.

@ The Department of the
lluismnwulnaia RoC -

Sri Lanka

Payment Success

Bern o Compamas - i

Figure 5.8
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6. Notice of Issue of Shares — Form 6

In order to file Form 6, the user first needs to login to the system with a valid username and password. If
the user does not have an account, he/she needs to create a new account (Click here to create a new
account) and follow the steps mentioned below. After successful login, the user is directed to their
dashboard depicted in Figure 6.1

4. The Department of the
5@2 Registrar of Companies ‘eRoC Dashboard 9 HiThulashi

Sri Lanka
°
Address )FF F
(T ey e
[ courue 2
ANYA RAJITH TEST (PVT) LTD PV00003334
°

Address : a adk

[ courun 2
ALLOW ME LTD PB00003175
°

Figure 6.1

The applicant will be directed to the depicted Figure 6.2 upon selection of the option ‘Issue of Shares
(Form 6)’ under ‘Other Changes’.

The Department of the
i i Hi Thulashi
(©) Registrar of Companies ~¢ R astbord () e
Sri Lanka b
‘ ] I DASHBOARD
PUBLIC PUBLIC LIMITED
W | NAME RESERVATION 1
: Address FFF, DI
0 | REGISTRATION OF AUDITORS
18: | REGISTRATION OF SECRETARY
1% | REGISTER FOR SOCIETY

@ | REQUEST CERTIFIED COPIES

REQUEST CERTIFIED COPIES

. | (SOCIETY)
. Issue of Shares (Form 6) CALLS ON SHARES/ PARTICULARS
® | e searon OF OBLIGATIONS ATTACHED TO A
. . “ SHARE PERFORMED BY
B | cHarces SHAREHOLDERS (Form 7)
4 | CORRESPONDENCE n
-—-u_‘.{“ e
Figure 6.2

31
KPMG in Sri Lanka — Process B — Public Interface
© 2020 KPMG, a Sri Lankan partnership, and a member firm of the KPMG network of independent member
firms affiliated with KPMG International Cooperative, a Swiss entity. All rights reserved.



The Department of the ‘e
i i Dashboard Hi SHAMIL
Registrar of Companies € RoC 9 HASHAN UDARA

Sri Lanka

NOTICE OF ISSUE OF SHARES

Fill in all steps for completing the process

=

Company Type Private Limited
Name of the Company SWAGELOK (PVT) LTD

Registration Number PV00003055

Figure 6.3

Upon clicking the ‘Next’ button, the applicant will proceed to the ‘Issued Shares’ sub section as indicated
in Figure 6.4. The Applicant is required to click on the ‘Add New’ button, to enter the share types and the
number of shares under each type as depicted in Figures 6.5 and 6.6.

e efoc <« J 7 X
< C A Notsecure | 220.247.219.173/frontend/beta/staging_v21/eroc/dashboard/issue-of-shares/2004292664 ——
r'& The Department of the
' | : e Hi Thulashi
n!lﬂl’ﬂ' n":.mlam“ eROC Dashboard i Thulashi
Sk Stilanka  masaisne

NOTICE OF ISSUE OF SHARES

Fill in all steps for completing the process

@ Please add atleast one share class to proceed.

O Type here to search

Figure 6.4
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. efoc x 4+ - X

&« C A Notsecure | 220.247.219.173/frontend/! shboard/issue-of-shares/2004292664 e a v O

B TheDepartment of the - -

Add New Record X

Please fill all required fields denated by asterik(*)

mm/dd/2020 m]

: 610 PM
O Search for anything )
Figure 6.5
< eRoc x 4+ - X
<« C A Notsecure | 220.247.219.173/frontend/beta/staging v21/eroc/dashboard/issue-of-shares/2004292664 - a % 6
8. TheDenartment of the - =
Add New Record x

Please fill all required fields denated by asterik(*)

Preference Share ~

4y BI5PM

O Search for anything

Figure 6.5

Also, the applicant will be able to enter the shares issued for consideration of cash and consideration for
other than cash, under each type of shares.
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Upon completing the entry of details for ‘issue of shares’ the ‘Add’ button will be enabled to add the
record. Upon clicking on the ‘Add’ button the created record would be added as displayed in Figure 6.6.
Added record can be modified or deleted.

#- eRoc x + = %
< C A Notsecure | 220.247.219.173/frontend/bata/staging_v21/eroc/dashboardyissue-of-shares/2004292664 o A vr a H
@, The Department of the
A i Hi Thulashi
Ilulstrar of Companies RoC Dashboard e i Thufsshi
9 Srilanka  teehes

NOTICE OF ISSUE OF SHARES

Fill in all steps for completing the process

© Please add atleast one share class to proceed.

. 255PM

O Type here to search t 3 B Z ~ W) gm0 &

Figure 6.6

At the bottom of the menu, the applicant will be prompted to the ‘stated capital’ and also the applicant
can make a selection ‘Director’ or ‘Secretary’ and select the name of either the director or the secretary
who is submitting the issue of shares application as depicted in Figure 6.7.

. TheDepartment of the 4
i i Dashboard Hi SHAMIL
neglsn‘ar BI cnmnnnles o .RQC e HASHAN UDARA

Sri Lanka

Stated capital prior to this call *

2000000.00|

Signing Party Information *

. Director Secretary

Please select a director from the below list *

SHAMIL HASHAN UDARA RANATUNGA v

Figure 6.7
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Upon clicking on the ‘Next’ button, the applicant will be navigated to the ‘Shareholders’ subsection as
indicated in figure 6.8.

#< eRoc x -+ = X
< C A Notsecure | 220.247.219.173/frontend/beta/staging_v21/eroc/dashboard/issue-of-shares/2004292664 o A T e
@, The Department of the
i a3 Hi Thulashi
Ileglslrarnil:lmnamos RoC Dashboard e Tt
r=a Sri Lanka e e

NOTICE OF ISSUE OF SHARES

Fill in all steps fer completing the process

If the number of shares entered are to be changed, please click on the ‘PREVIOUS' option to go to the initial menu

O Type here to search

Figure 6.8

In this section, it would display the shareholder details entered under each type of share together with
the existing shareholder’s details, to allocate the shares issued to the existing shareholders. The applicant
can click on the ‘Start’ upload’, to add bulk shareholders by CSV. Upon clicking the ‘Start Upload’ button
the applicant will be navigated to a screen as indicated in figure 6.9. The Applicant is required to upload
the CSV file.
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ADD SHAREHOLDER(S) BY CSV o

A Please upload only new shareholder details through the upload file. The share issue for existing shareholder needs to be entered by editing the respective
shareholders

Shareholders Bulk Upload
B Do a ment

B le)

Please upload the .csv file where listed all Shareholders infomation

Required Infomation for CSV file

Created Share Classes Core Share Groups

“ “ v

Figure 6.9

The applicant can also add a shareholder by clicking on the ‘Add New’ button as indicated in figure 6.10.

The Department of the
Registrar of Companies ‘eRoC Dashboard e HiTilan
Srilanka ~ meemestoen
( SHAREHOLDERS

Tilina-Costa Sharenclder {Exisiting)

\dara Perera Sharshotder

If the number of shares entered are to be changed, please click on the ‘PREVIOUS’ option to go to the initial menu

Class Issued from dass

Ordinary Shares 1000

Figure 6.10

Upon clicking on the ‘Add New’ button, the applicant would be navigated to the screen as indicated in
Figure 6.11.
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JB._ TheDenartment of the -

Add New Shareholder x

‘ Please fill all required fields denoted by asterik(*) ‘

oo

W Natural Person Legal Person

MIC No ™

Figure 6.11

Upon entering all the required fields, the ‘Add’ button would be enabled. After clicking on the add
button, the created shareholder would be added as indicated in Figure 6.10. The Applicant is also able to
click on the ‘edit’ option, to edit an already existing shareholder.

Upon allocation of the issued shares among shareholders, the applicant is required to click on the ‘Next’
button. Upon clicking on the ‘Next’ button, the applicant would be navigated to the download subsection
as indicated in Figure 6.12. The Applicant is required to download Form 06 and verify the details entered.

NOTICE OF ISSUE OF SHARES

Fill in all steps for completing the process.

'1| (o) (wa) o

Company Details Issueri_’Sharr:s Share‘r_n-:liders ; Upload Documents Pay and Complete
DOCUMENT LIST
FORM 06 &8 DOWNLDAD
NEXT M

Figure 6.12
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The applicant needs to scan the signed Form 06 and upload the same to the system through the document
upload section and any other documents can be uploaded through the ‘Other Documents’ section as
depicted in Figure 6.13 below.

B, The De_partm:nt of the } .
Registrar of Companies RoC Dashboard e Hi NEW

Sri Lanka o

@ Attach particulars of shareholders with their full names, addresses, NIC Nos/Passport Nos* and also a copy of
terms of issue, approved under section 51(2) if any (to be declared in terms of section 51(4(b)) to be attached together
with FORM 06

FORM 6 *

OTHER DOCUMENTS * . =

SECTION 511. "Where in any return, report, certificate, balance sheet or other document, required by or for the purposes of this Act, any person wilfully

Figure 6.13

Upon uploading the documents and clicking on the ‘Next’ button, the applicant would be directed to the
payment sub section as indicated in Figure 6.14.

#. eRoc x + ) X
Lx C A Notsecure | 220.247.219.173/frontend/beta/staging,v21/eroc/dashboardyissue-of-shares/2004292664 - a v @ :
A\, The Department of the
Registrar of Companies ~¢ R o -
- Srilanka  asemmd B

@

Payment Description Unit Price (LKR) Sub Total (LKR)
Form 06 2,000.00 2,000.00
Compounding charges 1,500.00 1,500.00
TOTAL FEE in LKR( Without VAT and Taxes) : 3,500.00
Other Taxes in LKR ( 0%) : 0.00
VAT in LKR ( 8%) : 280.00

TOTAL FEE In LKR : 3,780.00

o NOTE: In addition to above fee a convenience fee will be payable and the amount will vary depending on nthe payment gateway that you

Amex card conven < nd catow R

S o o P

O Type here to search

Figure 6.14
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The Complete Payment procedure is explained in Payment steps in this manual.
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7. Calls on Shares / Particulars of Obligations attached to a
Share Performed by Shareholders — Form7

In order to file Form 7, the user first needs to login to the system with their username and password. If
the user does not have an account, he/she needs to create a new account (Click here to create a new
account) and follow the steps as mentioned. After successful login to the system, the user is directed to
the dashboard depicted as Figure 7.1

s The Department of the
:@Z Registrar of Companies ‘eROC Dashboard e Hi Thulashi

Sri Lanka
]
Addn FF, DFFF, §
m Incorporation Approved
ANYA RAJITH TEST (PVT) LTD PV00003334

]

o e ir |~ i | o

Address : a

[ coupuer Incorporation Approved
ALLOW MELTD PB00003175
°

—n---n-—tff;. >

Figure 7.1

Upon clicking on the ‘Other Changes’ button, the applicant would be directed to the screen as indicated
in Figure 7.1.

/B The Department of the
Registrar of Companies eRoC Dashboard e Hi SHAMIL
=a Srilanka  awaeaws

HASHAN UDARA

CALLS ON SHARES/ Annual Return of A Company
PARTICULARS OF OBLIGATIONS (Form 15/15A)

ATTACHED TO A SHARE

PERFORMED BY SHAREHOLDERS
(Form 7)

Figure 7.2
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Upon entering FORM 07, the applicant will be displayed the company details and the applicant must
proceed by clicking on the ‘Next’ option displayed in figure 7.3 to proceed with the details in form 07.

The Department of the
)) Registrar of Companies ‘eRoC Dashhboard e Hi SHAMIL

Sri Lanka Pl e il HASHAN UDARA

CALLS ON SHARES/PARTICULARS OF OBLIGATIONS ATTACHED TO A SHARE PERFORMED
BY SHAREHOLDERS

Fill in all steps for completing the process.

=

Company Type Private Limited
Name of the Company IELTS (PVT) LTD
Registration Number PV00003233

Figure 7.3

Upon clicking on the ‘Next’ button, the applicant will be directed to ‘Shares’ sub section as indicated in
Figure 7.4. The Applicant can add a ‘Call Record’ by clicking on the ‘Add New’ button.

i The Department of the
Registrar of Companies ‘eRoC Dashboard e Hi Thulashi

Sri Lanka b

Fill in all steps for completing the process

Signing Party Information *

M pirector Secratary

Figure 7.4

41
KPMG in Sri Lanka — Process B — Public Interface
© 2020 KPMG, a Sri Lankan partnership, and a member firm of the KPMG network of independent member
firms affiliated with KPMG International Cooperative, a Swiss entity. All rights reserved.



Upon clicking on the ‘Add New’ button, the applicant will be navigated to the screen as indicated in Figure
7.5. The applicant will have to select the shareholder and enter the call related details as depicted in figure
7.5. The Applicant is required to click on the ‘add’ button and the created record would be displayed as
indicted in figure 7.6.

. eRoc x + - x
&~ C A Notsecure | 220,247.219.173/frontend/beta/staging_v21/eroc/dashboard/calls-on-shares/2008033004 o Tr e
B The Department of the - .
Add New Record X

Legal Person
Sharenolder name ™
Choose. ~
Deseription of the obligation attached to a share prior o this call *

mm/dd/2020 ]

Amount of this call/or its value as determined by the board in respect of a share ™

Waiting for test-bankofceylonmif.gateway.mastercard.com...

O Search for anything

Figure 7.5
|
Record #1 - ffug e |
Signing Party Information *
M Director Secretary
Please select a director from the below list *
Thulashi Sathur v
NEXT bp
Figure 7.6

The Applicant is required to select ‘Signing Party Information’ and the name. Upon filling all the required
data, the applicant would be able to click on the ‘Next’ button. Upon clicking on the ‘Next’ button, the
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Applicant would be navigated to the ‘Download’ subsection, as indicated in Figure 7.7. The Applicant is
required to download the Form 7.

The Department of the
S@E Reugistrar of Companies 'eRoC Dashboard e Hi Thulashi

Sri Lanka

CALLS ON SHARES/PARTICULARS OF OBLIGATIONS ATTACHED TO A SHARE PERFORMED BY
SHAREHOLDERS

Fill in all steps for

o

DOCUMENT LIST

Figure 7.7

Upon downloading Form 7, the applicant is required to click on the ‘Next’ button to proceed to the upload
subsection. The Applicant is required to verify the details in Form 07, sign the downloaded Form 07, scan
the signed Form 07 and upload through the upload section as indicated in Figure 7.8. Any other documents
can be uploaded through the ‘Other Documents’ option in the document upload menu.

L
(3
e

@ Form 07 should be given to the Registrar-General of Companies, where a call is made on a share or any other obligation attached to
a share performed by a shareholder within ten working days

FORM 07 *

OTHER DOCUMENTS

RO S ——— Enter document name here

Figure 7.8
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The Applicant is also required to sign the agreements that are indicated in the upload section as depicted
in Figure 7.9 below.

. eRoc x  + - X
&« C A Notsecure | 220.247.219.173/frontend/beta/staging_v21/eroc/dashboard/calis-on-shares/2008033004 o fr e
The Department of the
Registrar of Companies C Dashboard e Hi Thulashi
1 Sri Lanka o L
ULNYauUI auauiicu 1 a S1Hare penunNEy Uy @ SHaiStUILET WIS Wol Ry uays
FORM 07 * e
&8 UPLOAD
OTHER DOCUMENTS * w
o e A e Enter document name here &3 UPLOAD

SECTION 511. "Where in any return, report, certificate, balance sheet or ether document, required by or for the purposes of this Act, any person wilfully
makes a statement which is false in any material particular knowing it to be false, shall be guilty of an offence and be liable on conviction to a fine not

exceeding one million rupees or to imprisonment for a term not exceeding five years or to both such fine and imprisonment”

M 1 read over and understood

O Search for anything

Figure 7.9

CALLS ON SHARES/PARTICULARS OF OBLIGATIONS ATTACHED TO A SHARE PERFORMED BY
SHAREHOLDERS

Fill in all steps for completing the process

Form 07 2,000.00 2060000
Compounding charges 3,000.00 3,000.00
TOTAL FEE in LKR( Without VAT and Taxes) : 5,000.00
Other Taxes in LKR { 0%) : .00
VAT in LKR ( 8%) : 400.00

Figure 7.10
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After filling the relevant details depicted following figure 7.9 and clicking on the ‘Next’ button, the
applicant would be directed to the payment menu as indicated in Figure 7.10. The Complete Payment
procedure is explained in Payment steps in this manual.
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8. Reduction in Stated Capital — Form 8

In order to file Form 8, the user first needs to login to the system with their username and password. If
the user does not have an account, he/she needs to create a new account (Click here to create a new
account). After successful login, the user is directed to their dashboard depicted in Figure 8.1

s The Department of the
@ Registrar of Companies 'eRoC Dashboard e Hi Thulashi
E-; & 1RO

Sri Lanka
(]
Address ) f 2
[Smeon |~ v | o
[ courmin Incorporabon Approved
ANYA RAJITH TEST (PVT) LTD PV00003334

Address : a

ALLOW MELTD PB00003175
]

Figure 8.1

The applicant needs to select ‘Reduction in Stated Capital’ from the change / update option, to submit the
reduction in stated capital related details in figure 8.2

. The Department of the
@ Registrar of Companies ‘eROC Dashboard 9 Hi Thulashi

Sri Lanka
5 COURT ORDER/OTHERS FOR
COMPANIES
a COURT ORDER/OTHERS FOR
SOCIETY
- ‘ REGISTERED TENDERS Reduction of Stated Capital (Form 8) Acquisition or Redemption by

Company of Own Shares (Form 9)

= ‘ MY TENDER APPLICATIONS 260 TO RECORD
2 GO TO RECORD

@ ‘ AMALGAMATION
B ‘ FaQ

B ‘ TRANSACTION HISTORY

o ‘ SETTINGS
CERTIFICATE OF CHARGE CREATED PARTICULARS OF AN ISSUE OF
BY THE COMPANY (Form 10) DEBENTURES IN A SERIESBY A
Figure 8.2
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Upon selecting the ‘reduction in stated capital Form 8 option, the applicant will be prompted to the
following screen as depicted in figure 8.3.

#. eRoc X +

C A Notsecure | 220.247.219.173/frontend/beta/staging_v21/eroc/dashboard/reduction-of-capital /2008033004

The Department of the
') Registrar of Companies eROC Dashboard e Hi Thulashi
A Srilanka =~ meshenses

REDUCTION OF STATED CAPITAL

Fillin all steps for completing the process

Company Type Private Limited
Name of the Company YOU & ME (PVT) LTD
Registration Number PV00003406

O Search for anything

Figure 8.3

Upon clicking on the ‘next’ button, the applicant will be directed to the ‘Record Details’
sub section as depicted in figure 8.4 and 8.5.

. eRoc X + = S
< C A Notsecurs | 220.247.219.173/frontend/ taging_v21/eroc/dashboard/reduction-of-capital /2006033004 o yr e
B, The Department of the
Ilemstmnlcnmnames ‘eRoC Dashboard e Hi Thlashi
frwd Srilanka s

REDUCTION OF STATED CAPITAL

Fill in all steps for completing the process

*
Stated capital prior to reduction (a)

23
*
Stated capital pursuant to the reduction (b) 13
Reduction amount (a - b) 10
Special resolution date 09/08/2020 =]
4 shed publ
Publish status of public notice Published public notice v

O Search for anything

Figure 8.4
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. efoc x 4+ - X

& C A Notsecure | 220.247.219.173/frontend)

shboard/reduction-of-capital/2008033004 - % 6

@ The Department of the
Registrar of Companies 'eRoC Dashboard e Hi Thulashi

SriLanka

* : =
Publish status of public notice Published public notice v

*
Date of the published public notice 09/07/2020 (]

*Published date has to be 60 or more than 60 days before the resolution date.

Signing Party Information *

. Director Secretary

Please select a director from the below list *

Thulashi Sathur v

O Search for anything

Figure 8.5

The Applicant is required to select a ‘Signing Party Information’ and the name. Upon filling all the required
data, the applicant would be able to click on the ‘Next’ button. Upon clicking on the ‘Next’ button, the
applicant would be navigated to the ‘Download’ subsection as indicated in Figure 8.6. The Applicant is
required to download the Form 8.

REDUCTION OF STATED CAPITAL

Fill in all steps for completing the process.

3

DOCUMENT LIST

FORM 08

Figure 8.6
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Upon downloading Form 8, the applicant is required to click on the ‘Next’ button. The applicant needs to

sign the downloaded Form 08, and scan and upload the signed Form 08 through the document upload
option as depicted in figure 8.7.

. eRoc x  + X
< C A Notsecure | 220.247.219.173/frontend/beta/staging_v21/eroc/dashboard/reduction-of-capital/2004292664 o ir °
.. TheDepartment of the
Registrar of Companies RoC Dashboard e Hi Thulashi
A Srilanka s e
e
SECTION 511.

makes a state

exceeding one

| read over and understood

COURT ORDER DETAILS

Have you been prosecuted by the court for not filing relevant form during the provided statutory period? *
Yes . No

o e iesnonios Do

O Type here to search

- L 4S4PM
LI ~ D) yoma000 B

Figure 8.7

The Department of the

Registrar of Companies ‘eROQ

Srilanka

Dashboard Hi SHAMIL
HASHAN UDARA

REDUCTION OF STATED CAPITAL

Fill in all steps for completing the process

y

w
Y

r

_:z' o

@ Form 08 should be given to the Registrar-General of Companies, within 10 working days,where a company has reduced its stated
capital

FORM 8 *

GAZETTE*

Figure 8.8
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The Applicant is required to agree on the terms in the upload section as indicated by
Figure 8.9. After successfully uploading the documents, the user will be directed to the
payment sub section as indicated in Figure 8.8. Follow the Payment steps and perform
the payment successfully.

REDUCTION OF STATED CAPITAL

Fill in all steps for completing the process.

(=) (o) (&) (&)

Company Details Record Details Download Documents Upload Documents
Payment Description Unit Price (LKR) Suh Total (LKR)
Form 08 2,000.00 2,000.00
Compounding charges for not filling form 8 within 10 days 1,000.00 1,000.00

from the resolution date

Compounding charges for not publishing public notice 40,000.00 40,000.00

TOTAL FEE in LKR( Without VAT and Taxes) : 43,000.00

Figure 8.9
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9.  Acquisition or redemption By Company owned shares — Form 9

In order to file Form 9, the user first needs to login to the system with their username and password. If
the user does not have an account, he/she needs to create a new account (Click here to create a new
account). After successful login, the user is directed to their dashboard depicted in Figure 9.1

s The Department of the
3@2 m.im .' Gﬂllﬂﬂ'u eROC Dashboard e Hi Thulashi

Sri Lanka
&
Address FF F F t )
rton |~ o | e
[“courue 3 Incorporation Approved
ANYA RAJITH TEST (PVT) LTD PV00003334

°

Address : a

[“coupun 3
ALLOW MELTD PB00003175
]

Figure 9.1

The applicant must select ‘acquisition or redemption by company owned shares’ from the change /
update option, to submit acquisition or redemption by company owned share related details depicted in

Figure 9.2

#__ The Department of the
:@2 m’ of m“i” eROC Dashboard e Hi Thulashi

Sri Lanka
SouT Vi Ui e (8 Wi ) CALLT VI S e § A s e
® | FLESEARCH OF OBLIGATIONS ATTACHED TO A
SHARE PERFORMED BY
B | cHarces SHAREHOLDERS (Form 7)

4 | CORRESPONDENCE

COURT ORDER/OTHERS FOR

5 COMPANIES
‘ COURT ORDER/OTHERS FOR
5 | SOCIETY
o Reduction of Stated Capital (Form 8) Acquisition or Redemption by
‘ " Company of Own Shares (Form 9)

(S ‘ MY TENDER APPLICATIONS
#2 GO TO RECORD

"~ ‘ AMALGAMATION
O | e
B | TRANSACTION HISTORY

~m--_154;. e

Figure 9.2
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Upon selecting the acquisition or redemption by company owned share option, the applicant will be
prompted the following menu as depicted in Figure 9.3.

= eRoc x  +

<« C A Notsecure | 220.247.219.173/frontend/t

/staging_v21/eroc/

s-redemption-acguisition/2008033004 - % O

!_‘ &

The Department of the
Reugistrar of Companies ‘eRoC Dashboard e Hi Thulashi
Srilanka ~ eessieeoe

ACQUISITION OR REDEMPTION BY COMPANY OF OWN SHARES

Fillin all steps for completing the process

Company Type

Company Name

Registration Mumber

O Search for anything

Figure 9.3
Upon clicking on the next option displayed in Figure 9.3, the applicant will be directed to the ‘Records’

subsection as depicted in Figure 9.4. The Applicant is required to select the ‘The Ground’. The Applicant
is also required to click on the ‘Add New’ button to add new records.

. eRoc X + = S
&« &) A Notsecure | 220,247.219.173/frontend/t aging_v21/eroc/dashboard/shares-redemption-acquisition/2008033004 o yr e
B, The Department of the
Ileumrarnl Companies ‘eRoC Dashboard e Hi Thulashi
e SriLanka e s

ACQUISITION OR REDEMPTION BY COMPANY OF OWN SHARES

Fill in all steps for completing the process.

Select the ground *

* | Under Clause 64 | |

Are provisions provided in the company articles to acquisition or redeem their own shares by the company? *

O ves ONo

e

O Search for anything
Figure 9.4
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Upon clicking on the ‘Add New’ button, the applicant would be directed to the screen indicated in Figure
9.5. The Applicant is required to fill all the required fields and click on the ‘Add’ button. Upon adding a
record, the applicant is required to click on the ‘Next’ button as indicated in figure 9.4.

€. eRoc x + = X
€ C A Notsecure | 220.247.219.173/frontend/beta/staging_v21/eroc/dashboard/shares-redemption-acquisition/2008033004 o % B
M. The Department of the - -_—
Add New Record X

Choose b4

O Search for anything

Figure 9.5

After clicking on the ‘Next’ button, the applicant will be navigated to the ‘Download subsection. The
Applicant is required to download Form 09 and click on the ‘Next’ button. Afterwards, the applicant will
be navigated to the ‘Upload’ subsection as indicated in Figure 9.6. Applicant needs to sign the downloaded
Form 09 and scan and upload the signed form 09 through the document upload option as depicted in
figure 9.6.

The Applicant is required to agree to all the terms listed under the document section as indicated in Figure
9.7. After agreeing to all the terms, the applicant is required to click on the ‘Next’ button. Upon clicking
on the ‘Next’ button, the applicant would be directed to the ‘Payment’ subsection.

53
KPMG in Sri Lanka — Process B — Public Interface
© 2020 KPMG, a Sri Lankan partnership, and a member firm of the KPMG network of independent member
firms affiliated with KPMG International Cooperative, a Swiss entity. All rights reserved.



-

&

eRoc

x  +
o -

aging_vZ1/eroc/dashboard/shares-redemption-acquisition/200803.

C A Notsecure | 220.247.219.173/frontend

SriLanka

.. The Department of the
Registrar of Companies 'eRoC Dashboard e Hi Thulashi

ACQUISITION OR REDEMPTION BY COMPANY OF OWN SHARES

Fill in all steps for completing the process.

OTHER DOCUMENTS =
Enter d

*You need to upload this

h&;‘;&ﬁ'mnﬂln vegﬂg

O Search for anything

Figure 9.6

Roc x +
o Tr

220.247.219.173/frontend,/beta/staging_v21/eroc/dashboard/shares-redemption-acquisition/2008033004

C A Notsecure

B, The Department of the
Ileumrarnl Companies ‘eRoC Dashboard e Hi Thulashi

SriLanka

COPY OF COURT ORDER

*You need to upload this

ather docur

SECTION 511.
nowing it to be false, sh.

makes a statement whict
five years or to both such fine and imprisonment *

one million rupees or to is for a term not

| read over and understood

O Search for anything

Figure 9.7

Follow the payment step to perform the payment related to Form 09
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10. Certificate of charge created by the company: Form 10

While running the business, whenever companies are short of capital and where there is a need to
enhance the growth and to increase the capital, the simplest way is where the company borrows money
from financial institutions or banks, keeping its security as collateral. In this event, the charge is created
for securing loans or debentures by way of mortgage on the assets of the company. The main purpose of
registration of charge, is to give notice to the Registrar of Companies (ROC) and to the people who advance
money to the company, about the encumbrance created on the assets of the company.

Note: Form 10 can be submitted by a bank or a legal officer, in which case they need to create separate
logins and select the company for which the Form 10 is being submitted. If the applicant does not have
an account, follow the steps below for creating a new user login.

The applicant must click on the ‘Register’ button next to the ‘Bankers Legal Entities for file Certificate of
Charges ‘register option as depicted in Figure 10.1

Figure 10.1

Upon clicking the ‘Register’ option, the system will move to the next menu, where the applicant has to
choose the relevant category from the menu below as depicted in Figure 10.2.
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Register for Lawyer/Banker or Other Stakeholder

Figure 10.2

Once the appropriate choice is made by the applicant, the applicant will be navigated to the ‘Personal
Information’ screen. The Applicant is requested to fill the details mentioned in the ‘Personal Information’
screen below as depicted in Figure10.3.

2 The De-pnrlmem of the R B
E@flomtm of Companies ~¢”R,C Home [# Loow

Sri Lanka S -

O Rev O mr O mrs Mi

() Other

Figure 10.3
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Sri Lanka

@r‘;ef;ﬁm;;ﬂc*-”._“ ‘eROC Home +) LOGIN

e +94 478844 Ll + 0114962949
Sri Lanka
Western . District Colombo
)ehiwala v s Dehiwala East

je

Figure 10.4

Upon completing the personal contact information and address, the applicant will be requested to select
the companies to which he / she wishes to submit Form 10, by entering the company registration number
and clicking on the ‘ADD’ option as depicted in Figure 10.5

9\ The Department of the
Registrar of Companies ‘eROC Home %) LOGIN

Sri Lanka

Select companies where you have been linked as a lawyer, banker or other stakeholder

Figure 10.5

The company that is added will be displayed as depicted in Figure 10.6
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The Department of the
Registrar of Companies 'eROC Home 4 LOGIN

Sri Lanka

Westerr - trict Colombo

fa Aluthkade East

Select companies where you have been linked as a lawyer, banker or other stakeholder

Figurel0.6

The applicant must enter the email address and enter the password and verify the password to confirm
as indicated in the image below and click on the ‘Register’ option as depicted in Figure 10.7

#. The Department of the
@lﬂiﬂm of Companies 'eRoC Home + LOGIN

Sri Lanka

Register

Figure 10.7
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Sri Lanka

The Department of the
g@z Regisirar of Companies ~@2RC Dashboard

Thank you for registering

An email verification link has just been sent to “pererapcj@gmail.com1” email account to verify your email and

continue the registration process. click here to reactivate if the link is expired

Figure10.8

Upon registering and verifying the email, the applicant will be able to login to the system and view the
company that was added in the dashboard, as indicated in the image below.

The Department of the
@wm.‘mui” eROC Dashboard 9 Hi Chamali

Sri Lanka

In-Progress
| a8 l DASHBOARD 0
W | NAME RESERVATION ATTACH WITH OTHER COMPANIES o Re-Submit
- 0
2 | REGISTRATION OF AUDITORS
& Name Approva!
38+ | REGISTRATION OF SECRETARY [ coupany 2 0
ALLOW MELTD PB00003175
i3+ | REGISTER FOR SOCIETY . ° o Name Rejected
0
Address : 22, 2 e, Koswatte Road, Nawala, Col
# | REQUEST CERTIFIED COPIES
e ©
- REQUEST CERTIFIED COPIES v
(SOCIETY)
) '. HOPELESS HOLDING @ Incorporate Approva
# | FILE SEARCH (PVT) LTD 0

Figurel0.9
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If the applicant requires more companies to be added, then he /she needs to click on the ‘ATTACH WITH
OTHER COMPANIES’ option that appears on the top of the dashboard. Upon clicking on the ‘ATTACH WITH
OTHER COMPANIES’ button, the user will be navigated to the screen indicated below.

The Department of the
@ Registrar of Companies eROC Dashboard e Hi Chamali
Sri Lanka R et

Select companies where you want to be attached
Omg y registration number he

Figure 10.10

The applicant will be navigated to the ‘other changes’ screen upon clicking on the ‘Other Changes’ button
as indicated in the Figure 10.11.

() The Department of the
© Registrar of Companies ~e Dashboard e Hi Thulashi
p=a Sei Lanka ROC
“ ‘ NAME RESERVATION W Al ONINE rEGISIENea COMPAanies are 2vicea 10 SUDIMIt requests 101 — Re-Subast
changing company names via name change method. DO NOT use name - 0
0 ‘ REGISTRATION OF AUDITORS approval method for company name changes.
Name Approval
173 ‘ REGISTRATION OF SECRETARY 3
o ‘ REGISTER FOR SOCIETY ' Name Rejected
ALLOW MELTD PB00003175 0
. ‘ REQUEST CERTIFIED COPIES & °

Address Name Canceled

REQUEST CERTIFIED COPIES
® | Gocem $rmeisniecr [N
Incarporate Approval
® ‘ FILE SEARCH . -
%.. HOPELESS HOLDING Company Name Expired
(PVT)LTD

0O 0 0 © O

B ‘ CHARGES Incarporate Rejected

4 ‘ CORRESPONDENCE

Figure 10.11
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Upon clicking on the ‘Other Changes’ button, the user would be navigated to the screen as indicated in

the Figure 10.12.

@ The Dmnml. c; the eROC

Sei Lanka

‘ A | oasueoaro
ALLOW MELTD
W | NAME RESERVATION

& | REGISTRATION OF AUDITORS

384 | REGISTRATION OF SECRETARY

384 | REGISTER FOR SOCIETY

@ | requesT cerTFIED CoPiES

REQUEST CERTIFIED COPIES

SOCIETY

| Issue of Shares (Form 6)
@ | FLE searcH

Figure 10.12

Dashboard e Hi Thulashi

CALLS ON SHARES/ PARTICULARS
OF OBLIGATIONS ATTACHED TO A

The applicant will be prompted to the company details, upon clicking on Form 10 as indicated in Figure

< eRoc x  +
<« C A Notsecure | 220.247.219.173/frontend/beta/staging_v21/eroc/dashboard/charges-registration/19051219

A The Department of the
’) Reuistrar of Companies 'eRoC

Sri Lanka

Dashboard e Hi Thulashi

CERTIFICATE OF CHARGE CREATED BY THE COMPANY

Fill in all steps for completing the process.

Company Type Public Limited
Name of the Company ALLOW ME LTD
Registraticn Number PB0O0003175

O Search for anything

Figure 10.13
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The applicant is required to click on the ‘Next’ button to proceed with the ‘Charge Record’ as indicated in
figure 10.14.

#. eRoc x  + - X
&« C A Notsecure | 220.247.219.173/frontend/beta/staging_v21/eroc/dashboard/charges-registration/19051219 o v 8
B, The Department of the
@ Registrar of Companies ‘eROC Dashboard e Hi Thulashi
fo=d Sri Lanka e 0 it W
CERTIFICATE OF CHARGE CREATED BY THE COMPANY
Fill in all steps for completing the process.
[l Notarial executed -attested by lawyer Non notarial executed -not attested by lawyer

Deed/agreement executed *

In Sri Lanka Net in Sri Lanka

O Search for anything

Figure 10.14

The applicant is required to enter the Form 10 related details depicted in figures 10.15 and 10.16.

# eRoc x + = X
< C A Notsecure | 220.247.219.173/frontend/beta/staging_v21/eroc/dashboard/charges-registration/190: - % 8
.. The Department of the
Ileuislrarnlcnmnanies RoC Dashboard e Hi Thulashi
e Srilanka s ns

Short particulars of property charged ®

Other details (to comply with Section 102)

If there are multiple deeds, please provide the latest date of deed as the date of instrument

Date of instrument™

e et o e

; ; :41 PM
i B q B ] < ~ )
O Search for anything 4 = & ) 11/25/2020 E

Figure 10.15
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< eRoc x  +

= X
« C A Notsecure | 220.247.219.173/frontend/beta/staging_v21/eroc/dashboard/charges-registration/1905121963/3855 o yr e
@ The Department of the
@ nemﬂrnr of c.mmmgs ROC Dashboard 0 Hi Thulashi
g Srilanka o han

SIGNING PARTY INFORMATION *

Director Secretary

aistrarl b‘.mngqias v?_;:_,c

O Search for anything

Figure 10.16

In order to add a ‘DATE AND DESCRIPTION OF INSTRUMENT CREATING OR EVIDENCING THE CHARGE’ click

on the ‘Add New’ button. Upon clicking on the ‘Add New’ button, the user will be directed to the ‘Add

Deed’ prompt screen as indicated in figure 10.17.
€. eRoc x  +

&~ C A Notsecure | 220.247.219.173/frontend/beta/staging_v21/eroc/dashboard/charges-registration/19051219

Add Deed Record

Dal

mm/ dd/yyyy

Amount Secured™

Figure 10.17
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Upon clicking on the ‘Add’ button in the ‘Add Deed Record’ screen, the added record will be displayed as
indicated in Figure 10.18.

The Department of the
Registrar of Companies ‘eRoC Dashboard e Hi Thulashi
Srilanka e
DD NEW
Recora #1 7

Figure 10.18

In order to add a ‘NAME, ADDRESS AND DESCRIPTION OF THE PERSONS ENTITLED TO THE CHARGE’, click
on the ‘Add New’ button. Upon clicking on the ‘Add New’ button, the user will be directed to the ‘Add
Person Who is Entitled’ prompt screen, as indicated in figure 10.19.

. efoc x 4+ - X

ot secure i 8 k: /frontend/beta/staging_v21/eroc/dashboard/charges-registration/ 121963/385! o 3
« C AN | 220.247.219.173/f1 d / 2 d, 1905121963/3855 h*d H

Add a Person who Entitled

O Search for anything

Figure 10.19
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Upon clicking on the ‘Add’ button in the ‘Add Person Who is Entitled’ prompt screen, the added record
will be displayed as indicated in the Figure 10.20.

The Department of the
Registrar of Companies ‘eROC Dashboard 9 Hi Thulashi

Sri Lanka

Figure 10.20

The Applicant is required to select a signing party, either a director or a secretary, as indicated in Figure
10.21.

The Department of the
Registrar of Companies 'eRoC Dashboard e Hi Thulashi
Sri Lanka =S
Chamali Perera /7

SIGNING PARTY INFORMATION *
Director m Secretary

Full name of the Secretary™

Final Testing v

N — 4

Figure 10.21

Upon clicking the ‘Next’ button under the ‘Charge Record’ section, the applicant will be navigated to the
download section. The Applicant can download Form 10, by clicking on the download button as indicated
in Figure 10.22.
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. The Department of the
@ Registrar of Companies ’eROC Dashboard e Hi Thulashi
}_,-; X

Sri Lanka

CERTIFICATE OF CHARGE CREATED BY THE COMPANY

1€ proce

DOCUMENT LIST

Figure 10.22

Upon downloading Form 10, the applicant is required to click on the ‘Next” button. Upon clicking on the
‘Next’ button, the applicant will be navigated to the ‘Upload’ section. The downloaded form will have to
be filled and uploaded as a PDF document in the upload section, by clicking on the ‘Upload’ button as
indicated in Figure 10.23. Upon uploading Form 10, the applicant can either view or delete the document.

. eRoc x + = X
&« C A Notsecure | 220.247.219.173/frontend/beta/staging_v21/eroc/dashboard/charges-registration/19051219 o v 8
The Department of the
Registrar of Companies ‘eRoC Dashboard e Hi Thulashi
o= Srilanka i

CERTIFICATE OF CHARGE CREATED BY THE COMPANY

Fill in all steps for completing the process.

© Please scan and upload the FORM 10 along with the Deed / Instrument related documents as a single document

FORM 10 *

OTHER DOCUMENTS

O Search for anything

Figure 10.23
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&« C A Notsecure | 220.247.219.173/frontend/ taging v21/el shboard/charges-registration/19051219 5 o yr e
.. The Department of the
Registrar of Companies RoC Dashboard e Hi Thulashi
Cmd SriLanka Tnari R W

@ Please scan and upload the FORM 10 along with the Deed / Instrument related documents as a single document

FORM 10 *

OTHER DOCUMENTS

Enter document name here

SECTION 511.

makes a sta

guilty

=nt for a term not exceeding five years or to both such fine and impr,

M 1 read over and understood

@ n‘tmn.;l:;ﬁ'ﬂnn'lqln ‘€x¢

O Search for anything

L 3EPM
D yyasoze B

Figure 10.24

The Applicant is required to tick the terms and conditions and click on the ‘Next’ button in the upload
section as indicated by figure 10.24. Upon clicking on the ‘Next’ button, the applicant is navigated to the
payment section and should follow the Payment steps and make the payment successfully.
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11. Particulars of an issue of debentures in a series, by a company
registered in Sri Lanka - Form 10A

“Debenture” contains debenture bonds, stock or any other instrument of a company proving a liability,
whether forming on the assets of the company registration charge or not.

In order to file Form 10A, the user first needs to login to the system with their username and password. If
the user does not have an account, he/she needs to create a new account (Click here to create a new
account) and follow the steps below. After successful login, the user is directed to his/her dashboard
depicted in Figure 11.1

"4 The Department of the
@ Registrar of Companies ‘eROC Dashboard e Hi Thulashi
E-; A

Sri Lanka
]
Address FF, DFFF, Rambewa
==
m Incorporation Approved
ANYA RAJITH TEST (PVT) LTD PV00003334
-]

Address : a add 2, Seethawal
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The applicant will be navigated to the ‘other changes’ screen upon clicking on the ‘Other Changes’ button
as indicated in the Figure 11.1 and click Form 10A as depicted in Figure 11.2

The Department of the
@hﬁm of Companies ‘eRoC Dashboard e Hi Thulashi
Sri Lanka = e

3 [ SETTINGS

CERTIFICATE OF CHARGE PARTICULARS OF AN ISSUE OF
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10) COMPANY REGISTERED IN SRI

LANKA (Form 10A)

DECLARATION VERIFYING NOTICE OF COMPANY'S CHANGE
MEMODANDIIN O A A QE D DED O A

T N

Figure 11.2

Upon clicking on ‘Form 10A’, the user would be navigated to the screen as indicated in Figure 11.3

The Department of the
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Figure 11.3

To add debenture details, click on the ‘Add New’ button. Upon clicking on the ‘Add New’ button, the
applicant will be navigated to the ‘Add Debenture Details’ prompt screen as indicated in Figure 11.4
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Figure 11.4

Upon clicking on the ‘Add’ button in the ‘Add Debenture Details’ prompt screen, the added record
would be displayed as indicated in figure 11.5 and the Applicant is required to select a signing party.
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Figure 11.5
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Upon clicking the ‘Next’ button under the ‘Add New Debenture’ section, the applicant will be navigated
to the download section. The Applicant is allowed to download Form 10A, by clicking on the download
button as indicated in Figure 11.6.

The Department of the ‘e
i i Dashboard Hi Thulashi
5@2 Reuistrar of Companies "RoC e

Sri Lanka

ISSUE OF DEBENTURES

s for completing issue of debentures process

DOCUMENT LIST

Figure 11.6

Upon downloading Form 10A, the applicant is required to click on the ‘Next’ button. Upon clicking on the
‘Next’ button, the applicant will be navigated to the ‘Upload’ section. The downloaded form will have to
be filled and uploaded as a PDF document in the upload section, by clicking on the ‘Upload’ button as
indicated in Figure 11.7. Upon uploading Form 10A, the applicant can either view or delete the document.
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Figure 11.7
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Figure 11.8

The Applicant is required to tick the terms and conditions and click on the ‘Next’ button in the upload
section. Upon clicking on the ‘Next’ button, the applicant is navigated to the payment section. Follow the
payment steps and make the payment successfully.
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12. Declaration verifying memorandum of satisfaction of charge to
enable the Registrar General of Companies to act under section 107 of
the Companies Act No. 7 of 2007 — Form 12A

In order to file Form 12A, the user first needs to login to the system with their username and password. If
the user does not have an account, he/she needs to create a new account (Click here to create a new
account) and follow the steps below. After successful login, the user is directed to his/her dashboard
depicted as Figure 12.1
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The applicant will be navigated to the ‘other changes’ screen upon clicking on the ‘Other Changes’ button
as indicated in Figure 12.1 and should click Form12A as depicted in Figure 12.2

The Department of the
EQZWMIIWMI'OS ‘eROC Dashboard e Hi Thulashi

Sri Lanka

DECLARATION VERIFYING NOTICE OF COMPANY'S CHANGE
MEMORANDUM OF SATISFACTION OF REGISTERED OFFICE ADDRESS
OF CHARGE TO ENABLE THE (Form 13)

REGISTRAR GENERAL OF
COMPANIES TO ACT UNDER
SECTION 107 OF THE COMPANIES
ACT NO. 7 OF 2007 (Form 12A)

0 GO TO RECORD

Figure 12.2

Upon clicking on ‘Form 12’, the applicant will be navigated to the ‘Satisfaction Charge Procedure’ screen
as indicated in figure 12.3.
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Figure 12.3
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The Applicant is required to select a ‘Type’ from the ‘Type’ drop down field under the ‘Satisfaction Charge
Details’ section as indicated in figure 12.4. These types are the 10 and 10A forms that were submitted.

The Department of the
lou'mmconmnin ‘eROC Dashboard e Hi Thulashi
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Company Number

Name of the Company NEW (PRIVATE) LIMITEL

Satisfaction Date -* 9/23 =)
Declaration Date :* 09/23/202 ()
Type :* Form 10 v

Instrument Type :* Form10

Select relevant property/properties™

Figure 12.4

Upon selection of a ‘“Type’, the applicant is required to select an instrument type from the ‘Instrument
Type’ drop down field related to the form type (10/10A) selected. Upon selecting an instrument type, the
relevant properties for that instrument would be listed down as indicated in figure 12. 4
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The Applicant can select single or multiple properties that are listed under the instrument as indicated
in figure 12.6. Also, the user could partially or fully settle the amount related to each of the selected
properties. If the user settles the amount partially, the amount should be entered next to the selected
property.
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Figure 12.6

Upon selecting the property, the ‘Instrument Detail’ field and ‘Memorandum of Satisfaction Amount’ field

are automatically filled. The Applicant is required to fill the rest of the fields accordingly, as indicated in
figure 12.7.
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Figure 12.7

Upon clicking the ‘Next’ button under the ‘Satisfaction Charge Details’ section, the applicant will be
navigated to the download section. The Applicant can download Form 12A, by clicking on the download
button as indicated in Figure 12.8.
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DOCUMENT LIST

Figure 12.8

Upon downloading Form 12A, the applicant is required to click on the ‘Next’ button. Upon clicking on the
‘Next’ button, the applicant will be navigated to the ‘Upload’ section. The downloaded form will have to
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be filled and uploaded as a PDF document in the upload section, by clicking on the ‘Upload’ button as
indicate in Figure 12.9. Upon uploading the Form 12A, the applicant could either view or delete the

document.
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Figure 12.9

After uploading the Form, applicant is required to adhere to the terms and conditions as indicated by
the figure 12.10
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The Applicant is required to tick the terms and conditions and click on the ‘Next’ button in the upload
section. Upon clicking on the ‘Next’ button, the applicant is navigated to the payment section as indicated
in Figure 12.11.
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Figure 12.11

The Applicant is required to click on the ‘Start Paying’ button to proceed with the payment and follow
the payment steps.
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13. Notice of company’s change of registered office address — Form13

In order to file Form 13, the user first needs to login to the system with their username and password. If
the user does not have an account, he/she needs to create a new account (Click here to create a new
account) and follow the steps below. After successful login, the user is directed to his/her dashboard
depicted as Figure 13.1
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Figure 13.1

The applicant will be required to click on the Form 13 option, in order to submit a change of registered
address of the company Figure 13.2
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Upon clicking, the user will be navigated to the ‘Address Change Procedure’ screen as indicated in the

Figure 13.3 below.

The Department of the

Registrar of Companies ‘eRoc

Sri Lanka

Company Number :

Name of the Company :

Effective date of change of address :*

Existing Address

PV00003334
ANYA RAJITH TEST (PVT) LTD

10/15/2020

Figure 13.3

Dashboard

e Hi Thulashi

ADDRESS CHANGE PROCEDURE

Fill in all steps for completing address change process.

The User is required to enter the ‘Effective Date of Change of Address’ as indicated in Figure 13.3. The
System will also display the existing address. To change the existing address, the user is required to enter
values for the fields under the ‘New Address’ sections, as indicated in Figure 13.4. Enter all the mandatory
fields required to change the new address. Upon entering all the mandatory fields, the ‘Next’ button
would be enabled as indicated in figure 13.4 and 13.15.
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Upon completion of entering the change of address, the applicant is required to select the ‘Signing’ person
and click on the ‘Next’ option, to confirm to proceed further and to download the sub section. The User is
required to click on the download button to download Form 13 as indicated in Figure 13.6. Upon
downloading form 13, the applicant needs to move to the upload sub section, by clicking the ‘Next’ button.
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Upon clicking on the ‘Next’ button, the user will be navigated to the ‘Upload Documents’ sub section, as
indicated in Figure 13.7. The Downloaded Form 13 should be signed, scanned and should be uploaded by
clicking on the ‘Upload’ button in the upload sub section. The User should also agree to the terms
mentioned under the ‘Upload’ sub section as indicated in Figure 13.8. Upon filling all the mandatory
details, the ‘Next’ button would be enabled.
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Figure 13.8

After clicking on the ‘Next’ button, the user will be directed to the payment page. Refer to payment
steps to proceed with the payments.
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14. Change of location of the records and registers procedure — Form
14

In order to file Form 14, the user first needs to login to the system with their username and password. If
the user does not have an account, he/she needs to create a new account (Click here to create a new
account) and follow the steps below. After successful login, the user is directed to the dashboard depicted
as Figure 14.1
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Upon clicking on the ‘Other Changes’ button, the user would be navigated to the screen as indicated in
Figure 14.2 and should select Form 14 from the list of changes to submit a ‘CHANGE OF LOCATION OF THE
RECORDS AND REGISTERS (Form 14)’.

The Department of the
52 Registrar of Companies eROC Dashboard 8 Hi Thulashi
- Sri Lanka ———h
CHANGE OF LOCATION OF THE Annual Return of A Company (Form
RECORDS AND REGISTERS (Form 15)
14)

LOCATION OF ACCOUNTING ADOPTION OR CHANGE OF
RECORDS (Form 16) BALANCE SHEET DATE (Form 17)

Figure 14.2

User will be directed to the ‘CHANGE OF LOCATION OF THE RECORDS AND REGISTERS PROCEDURE’
screen upon clicking on the ‘ADD’ button as indicated in the figure 14.3
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Upon navigating to the screen, the existing share register addresses and existing record addresses will
be displayed as depicted in Figures 14.4 and 14.5.
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If the applicant wants to add a ‘New Location of the Record’, he/she should click on the add button
indicated in Figure 14.4. Upon clicking on the ‘Add’ button, the user will be directed to the ‘Add New
Address’ screen as indicated in Figure 14.6. Upon entering all the mandatory fields, the ‘Add’ button would
be enabled. The User could click on the ‘Add’ button to add the new location of the record.
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The User can also click on the ‘Revert’ button. Upon clicking on the ‘Revert’ button, a prompt message
would pop up as indicated in Figure 14.7. Upon clicking on ‘Ok’, the data filled would be erased from the

screen below.
R ——— 1

220.247.219.173 says

Are you sure you want to reset ?

“ i

es during the last ten years

is Act for the last ten completed accounting periods of the company

0. The accounting records required 1o be kept under section 148 for the current accounting period and for the last ten completed accounting periods of the company

Address

Colombo ~ | | calombo

Aluthkade East

Figure 14.7

If the applicant wants to add a ‘New Location of the Share Register’, he/she should click on the ‘add’
button displayed in Figure 14.5. Upon clicking on the ‘Add’ button, the user will be directed to the ‘Add
New Address’ screen as indicated in Figure 14.8. Upon entering all the mandatory data, the ‘Add’ button
would be enabled. The User could click on the ‘Add’ button, to add the new location of the share register.

< eRoc x  +

« C A Notsecure | 220.247.219.173/frontend/beta/staging_v21/eroc/dashboard/companyrrchange o yr e

Add New Address

mm/dd/2020

Share register sub types

Address

O Search for anything

Figure 14.8
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If the applicant wants to edit or remove the added records, then the applicant should select the
edit/remove options as depicted in Figure 14.9. Upon editing, the user has to click on the ‘Save’ button.

< eRoc x 4+ - X
« C A Notsecure | 220.247.219.173/frontend/beta/staging_v21/eroc/dashboard/companyrrchange o yr e
The Department of the
nemﬂrnr of [;.mmmes ROC Dashboard 0 Hi Thulashi
Srilanka s

Date of Change™ Description™

11/25/2020 m] a. Certificate of incorporation v
Province ¥ District * city *

Southern X w Hambantota X - Beliatta X w
Address 1% Address 2%

did Attidiya
Gn Division ® Postal Code *

Ambala West X - 10350

O Search for anything

Figure 14.8

If the applicant wants to move / partially move / remove an existing record which had been previously
added via Form 14, then the applicant should select the edit option for the existing records and select the
appropriate option as depicted in Figure 14.10.

The Department of the
“..-w' cﬂ'"- é Dashboard Hi SHAMIL
@ ' “ - s ROC e HASHAN UDARA

Sri Lanka

Existing Records Addresses

Type
Date of Change™ De: tion*

11/23/2019 Q a. Certificate of incorporation v
P

Western v Colombo v Dehiwala

28, GALLE ROAD COLOMBO 06

Figure 14.10
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The User is required to select a person from the ‘Signed By’ drop down as indicated in Figure 14.11. The
User should select a “signed by” person. Upon filling all the mandatory data, the ‘Next’ button would be
enabled. The User is required to click on the ‘Next’ button and the user will be navigated to the ‘Download’
sub section.

#< eRoc x -+ = X
&« C A Notsecure | 220.247.219.173/frontend/beta/staging_v21/eroc/dashboard/companyrrchange o fr e
@, The Department of the
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fr O Sri Lanka Tt 2 beota W

No1

Lotus Road

City

District

Province Western

Gn Division

Post Code 458
Signed By *

[hulashi Sathur

: . - - . oy A00PM
QO search for anything ) H o) s A ) 3172572020 =

Figure 14.11

The User should download Form 14, by clicking on the download button as indicated in Figure 14.12

A The Department of the
S@ZIoﬁsmnIcmmm'u ’eRoC Dashboard e Hi Thulashi

Sri Lanka

CHANGE OF LOCATION OF THE RECORDS AND REGISTERS PROCEDURE

all steps for completing the process

Number of the Company

Name of the Company ALLOW ME LT
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Figure 14.12
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To navigate to the upload section, the user is required to click on the ‘Next’ button. The User is required
to upload the scanned Form 14 document in the upload section, as indicted in Figure 14.13 and 14.14. To
upload the document, the applicant is required to click on the ‘Upload Button’. Upon uploading Form 14,
the applicant is able to either view or delete the uploaded document.

o x|+
< C A Notsecure

220,247.219.173 frontend/beta/staging_v21/eroc/dashboard/companyrrchange

- v 8
@, The Department of the
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CHANGE OF LOCATION OF THE RECORDS AND REGISTERS PROCEDURE

Fill in all steps for completing the process.

Please upload all required® files in pdf formatupload only A4 Size, pertrait orientation and file size should be less than 4 MB

Number of the Company : PV00003406

Name of the Company : YOU & ME (PVT) LTD

Nate : Notice should be given to the Registrar of Companies, within ten warking days of the place or places where the records are kept

& 'ﬁ:&;}ﬁ‘&mwn Lo

. &01PM
~ W) s B

Figure 14.13
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Dashboard 0 Hi Thulashi

The Department of the
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Form 14 *

Other Documents

on The Relevant Document Name

SECTION 511,

statement

a fine not exceeding one
million rupees or to imprisonment for a term not exceeding five years of fo both such fine and i

I read over and understood

O Search for anything

Figure 14.14
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The Applicant is required to tick the terms and conditions and click on the ‘Next’ button in the upload
section. Upon clicking on the ‘Next’ button, the applicant is navigated to the payment section as indicated
in Figure 14.15.

i The Department of the
5@2 Registrar of Companies ‘eROC Dashboard e Hi Thulashi
- Sri Lanka e Seeara

CHANGE OF LOCATION OF THE RECORDS AND REGISTERS PROCEDURE

in all steps for completing the process

©

Number of the Company

Name of the Company : ALLOW ME LTD

ORDER SUMMARY

Figurel4. 15

The Applicant is required to click on the ‘Start Paying’ button to proceed with the payment as indicated
in Figure 14.16. Follow the payment steps and make the payment successfully.

8. The Department of the
Registrar of Companies 'e RoC Dashboard 0 Hi Thulashi

Sri Lanka

USER PAYMENT AGREEMENT

Are you having any problems please email er info.com or contact on 011-2123456

VIsA &

o NOTE: In addition to above fee a convenience fee will be payable and the amount will vary depending on nthe payment
gateway that you select. Amex card convenience fee is 2.5% and Visa/Master cards via PayCorp gateway is 2% and

Visa/Master cards via BOC gateway is 1.7%

ot START PAYING

Figure 14.16

KPMG in Sri Lanka — Process B — Public Interface 92
© 2020 KPMG, a Sri Lankan partnership, and a member firm of the KPMG network of independent member
firms affiliated with KPMG International Cooperative, a Swiss entity. All rights reserved.




15. Location of accounting records — Form 16

In order to file Form 16, the user first needs to login to the system with his/her username and password.
If the user does not have an account, he/she needs to create a new account (Click here to create a new
account) and follow the steps below. After successful login, the user is directed to the dashboard depicted
as Figure 15.1

The Department of the
Registrar of Companies ‘eRoC Dashboard e Hi Thulashi
Sri Lanka —

] l NAME RESERVATION W All ONIINE regisierea ComMpanies are aaviced 10 SUDIMIT requests 1or v— i
changing company names via name change method. DO NOT use name gt 0

I | REGISTRATION OF AUDITORS re method for y name ch
0 Name Approval
Ty | REGISTRATION OF SECRETARY 3

[ coupany = Incorporation Approved
£ | REGISTER FOR SOCIETY 0 Name Rejected
ALLOW MELTD PB00003175 0
E 3 | REQUEST CERTIFIED COPIES ® 1963 @
. Address : 22, 2nd Lane, Koswatte Road, Nawala ® Name Canceled
REQUEST CERTIFIED COPIES ’
Incorporate Approval
Y | FILE SEARCH - Q 104
~..« HOPELESS HOLDING Company Name Expired
(PVT) LTD

| CHARGES O Incorporate Rejected
e 0

4 | CORRESPONDENCE

& e iisenmse Do

Figure 15.1

After clicking on the other changes option, the user would be navigated to the screen with all the forms.
The User is required to select Form 16 as indicated in Figure 15.2.

@., The Department of the
e mﬂiﬂﬂl’ﬂi clllllllallies ‘eROC Dashboard e Hi Thulashi
- Silanka it

ALLUNDD MIND REGIS T LR (FU 1)

14)
Edit Current Request
i =G0 TORECORD
Edit Current Request
=G0 TORECORD

LOCATION OF ACCOUNTING
RECORDS (Form 16)

Edit Current Regues
#2 GO TORECORD

CHANGE OF DIRECTOR/SECRETARY
AND PARTICULARS OF
DIRECTOR/SECRETARY (Form 20)

Figure 15.2
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If the applicant wants to apply for Form 16, then select Form 16. The User will be navigated to the
‘Accounting Addresses Change Procedure’ screen as depicted in Figure 15.3.

< eRoc x  +

= X
€ C A Notsecure | 220.247.219.173/fronter /staging_v21/eroc/dashboard/companyaccountingaddresschange - % 8
.. The Department of the
nemﬂrgtnl c'mnames ROC Dashboard e Hi Thulashi
: Sri Lanka T ar e

ACCOUNTING ADDRESS CHANGE PROCEDURE

Fill in all steps for completing accounting address add/remove process.

Number of the Company : PVO0003406

Name of the Company : YOU & ME (PVT) LTD

Existing Addresses

No Previous Addresses

5 ] 2 - Lo ADAPM
O Search for anything i 3 B - o) s ) 11/25/2020 El

Figure 15.3

If the applicant wants to apply for FORM 16, then upon selecting Form 16, the applicant will be requested
to obtain prior approval as depicted in Figure 15.4. (A comprehensive step by step process of the Prior
Approval procedure is depicted in Section 22 of this manual)

SriLanka

The Department of the 220.247.219.173 says
§©gluiﬂm of Companies ‘eRoC I ; , -
= _ - I ooy e " i Lank

)

Figure 15.4
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Upon obtaining prior approval (using the ‘Prior Approval’ option available below in the changes / update
section) from the Registrar General of Companies by submitting Form 16, the applicant will be allowed to
add new addresses by clicking on the ADD button as depicted in Figure 15.5.

. eRoc x  +

& C A Notsecure | 220.247.219.173/frontend/b

g_v21/eroc/dashboard/companyaccountingaddresschange o i e

.. The Department of the
Ileuislramlcomnanies ‘eRoC Dashboard e Hi Thulashi

SriLanka

Mo Previous Addresses

Signed By ™

Ligudator Test

O

O Search for anything i - :.-' > ‘4 o) - ~ B 1323::1@ E1
Figure 15.5
Upon clicking on the ‘Add’ button, the user will be navigated to the ‘Add New Address’
screen as indicated in Figure 15.6. The User is required to fill all the mandatory data and
the ‘Add’ button would be enabled. To erase the data entered, click on the ‘Revert’
button.
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- eRoc x  + - X

<« C A Notsecure | 220.247.219.173/frontend/beta/staging v21/eroc/dashboard/companyaccountingaddresschange o yr e

Add New Address

Form 16 has fo be filed every 6 months

Foreign Address

*
Date of accounting records maintained at this address

ol

Foreign Address

Country ™
.

Address Line 1 Address Line 2

State/Region/Province * PostaliZIP Code *

O Search for anything

Figure 15.6

After clicking on the ‘Add’ button indicated in Figure 15.6, the record would be displayed as indicated in
Figure 15.7. The User is required to select ‘Signed By’ person. Upon filling all the mandatory data, the
‘Next’ button would be enabled. The User is required to click on the ‘Next’ button to navigate to the
‘Download’ section.

€. eRoc x  + - X
= @ A Notsecure | 220,247.219.173/frontend/beta/staging v21/eroc/dashboard/companyaccountingaddresschange o O
9L, The Department of the
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O Search for anything

Figure 15.7
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The User is required to download ‘Form 16’ by clicking on the ‘Download’ button as indicated in Figure

15.8. Upon downloading Form 16, the user should click on the ‘Next’ button to navigate to the ‘Upload’
sub section.

e eRoc x: G - X
< C A Notsecure | 220.247.219.173/frontend/beta/staging v21/eroc/dashboard/companyaccountingaddresschange - % 8
.. The Department of the
@ nems["" of cnmnames ROC Dashboard e Hi Thulashi
P SriLanka s o

Number of the Company : PV00003406
Name of the Company : YOU & ME (PVT) LTD
DOCUMENT LIST

Form 16 Download (New Addresses)

Add1,Add2 Thimbirigasyaya, Aaland istands

36/6, Haramanasie Lane Attidiya,Dehiwala, Algeria

O Search for anything

Figure 15.8

Form 16 should be signed, scanned and uploaded by clicking on the ‘upload’ button as indicated in Figure
15.9 and 15.10. The User should also requires to tick the terms and conditions in the upload section as
indicated by the figure 15.11.

The ‘Next’ button would be enabled, after filling all the mandatory fields. Upon clicking on the ‘Next’
button, the user will be navigated to the payment screen.
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Figure 15.9
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Figure 15.11

Follow the payment steps to perform the payment successfully.
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16. Adoption or change of balance sheet date — Form 17

In order to file Form 17, the user first needs to login to the system with his/her username and password.
If the user does not have an account, he/she needs to create a new account (Click here to create a new
account) and follow the steps below. After successful login, the user is directed to the dashboard depicted
as Figure 16.1

mm;;?.n.-“ eROC Dashboard G Hi Thulashi

Sri Lanka

" ‘ NAME RESERVATION ® Al ONiNE regisierea ComMpanies are aavicea 10 SUDIMIL requests 1or

— Re-Submit
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O Name Approval
38 | REGISTRATION OF SECRETARY %
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3% | REGISTER FOR SOCIETY O Name Rejected
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. ‘ REQUEST CERTIFIED COPIES L °
Address i Lane, Koswatte Road, Nawala, Name Canceled
O 3

REQUEST CERTIFIED COPIES
Incorporate Approval
» ‘ FILE SEARCH - o 104
+.« HOPELESS HOLDING Company Name Expired
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B | cHARrGEs O Incorperate Rejected

4 ‘ CORRESPONDENCE

Figure 16.1

After clicking on the other changes option, the user will be navigated to the screen with all the forms as
depicted in Figure 16.2.

> The Department of the
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Figure 16.2
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The applicant is required to select the Form 17 option, to submit a ‘Balance Sheet Date Adaption
Procedure’.

Applicants first need to select Adaption or change required, to file Form 17 as depicted in Figure 16.3

9 Hi Thulashi

-

The Department of the
@ Registrar of Companies eROC

Sri Lanka SELECT THE TYPE
RECORDS AND F ; .
14) Tree
LOCATION OF ACCOUNTING ADOPTION OR CHANGE OF
RECORDS (Form 16) BALANCE SHEET DATE (Form 17)
| e
RESUBMIT
CHANGE OF DIRECTOR/SECRETARY Statement Of Affairs (Form 25)

AND PARTICULARS OF

Figure 16.3

The applicant is required to obtain prior approval from the Registrar of Companies, prior to submitting a
change of balance sheet date. The system would prompt the applicant to obtain prior approval as depicted
in Figure 16.4. (A comprehensive step by step process of the Prior Approval procedure is depicted in
Section 22 of this manual). However, adoption of the balance sheet date for the “first time" before
requesting prior approval is required, before obtaining prior approval.
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:@Zluismmconnaniu ‘eRoC P e B - R
= AN 4

Sri Lanka

Figure 16.4
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Upon obtaining prior approval, the applicant will be allowed to submit the change of balance sheet
application. However, to submit an adoption application, prior approval is not required as depicted in
Figurel6.5.

2. TheDepartment of the
Registrar of Companies ~e C
o A

SriLlanka .

Dashboard Hi SHAMIL
HASHAN UDARA

Name of the Company : NEW HIGH SPEED LAPTOPS (PRIVATE)
LIMITED

Type: Adoption

Balance sheet date of the Company :* 03/31/2020 o

Effective Year :¥ 2020 ~

Signed By*

| MOVE BACK

Figure 16.5

Upon entering the details pertaining to change / adoption of balance sheet date, the applicant will be
directed to download the Form 17 menu and the applicant is required to download Form 17, sign, scan
and upload using the document upload option as depicted in Figure 16.6.

& TheDepartment of the 4
Regi i Dashboard Hi SHAMIL
negls‘rar " ﬂnmnanles = "RQC e HASHAN UDARA

Sri Lanka

Please upload all required™ files in pdf format upload only A4 Size, portrait orientation and file size should be less than 4 MB

Company Number : PV00003233
Name of the Company IELTS LIMITED
Form 17 *

Other Documents Mention The Relevant Document Name

Figure 16.6

After that, click on the next button and the applicant will be directed to the payment menu. Follow the
payment steps and make the payment successfully.
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17. Change of director/secretary particulars — Form20

Changes that can only be performed by a director, secretary or alternative director.

In order to file Form 20, the user first needs to login to the system with his/her username and password.
If the user does not have an account, he/she needs to create a new account (Click here to create a new
account) and follow the steps below. After successful login, the user is directed to the dashboard depicted
as Figure 17.1
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Figure 17.1

The applicant is required to select the Form 20 option to submit Director / Secretary
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Figure 17.2
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Upon selecting Form 20, the system will display the existing Directors and Secretary and the applicant is
required to select the relevant director or secretary, to effect the change as depicted in Figure 17.3.
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By clicking on the details option, the applicant will be permitted to change the details of a director as
depicted in Figure 17.4.
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If the applicant wants to add a new director, then it is required to click on the ‘Add New’ button of the
director as indicated in Figure 17.3. The applicant will be navigated to the screen as depicted in Figure
17.5 upon clicking on the ‘add new’ button.

€. eRoc x + = X
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Figure 17.5

The Applicant is required to fill all the mandatory fields. Also, the applicant can make the
director as a secretary as well, by ticking the option highlighted in Figure 17.6. After
filling all the required data, the ‘Add’ button would be enabled. The Applicant is required
to click on the Add button to add the newly created Director.
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B TheDepartment of the a_— -_—

Add New Director X
Foreign Address
Address Line 1 Address Line 2
City State/Region/Province PostaliZiP code
Residenfial Phone No Maobile ™ Email Address ™
0775478844 cperera/ @kpmg.com

. Make this Director as a Secretary

Figure 17.6

The Applicant is also able to add an Alternate Director. To add a new Alternate Director, the user is
required to click on the ‘Add New’ button of the Director as indicated in Figure 17.3. Upon clicking on the
‘Add New’ button, the user will be directed to the screen as indicated in Figure 17.7.

A The Department of the _— —
Add New Director X
NIC No ™
935361168v

Director Type ™

Director . Altemnate Director
Titie * First Name(s) * Surname *

Miss ~ | Anoma Perera
Date of Appointment * Occupation

10/21/2020 (] Analyst

Figure 17.7

To add an ‘Alternate Director’, the user is required to tick the Alternate Director as the Director Type as
highlighted in Figure 17.7. Further, the user can also select for whom this ‘Alternate Director’ is appointed
in the same screen under ‘Alternate Director of’ as highlighted in Figure 17.8. The User is required to select
an “Appointment Date’ and click on the ‘Add’ button as indicated in Figure 17.8.
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.. The Department of the - s

Add New Director x
Director . Alternate Director
Title ™ First Namefs) ™ Sumame ™
Miss ~ | Anoma Perera
Date of Appoiniment ™ Occupation
10/21/2020 B | Analyst
Alternate Director Of
Name Appoiniment Dale Action
RRRRRRR VWYV 10/28/2020 m} m
Local Address
Province ™ District ™ Divisional Secretariat Division ™
m
Figure 17.8

Upon filling on the required fields in the screen, the ‘Add’ button would be enabled. Upon clicking on the
enabled ‘Add’ button, the created ‘Alternate Director’ would be displayed under the selected director, as
well as in a separate record as indicated in Figure 17.9 below.

The Department of the
Reugistrar of Companies ‘eROC Dashtioard (

Srilanka e sewwen

WIS Canspu LY

== ADD NEW

| DIRECTORS }

L |

ma Perera

g { - Altermate Director New

- 36/6, Haramanasie Lane Attidlys Akurana

Figure 17.9

The created ‘Alternate Director’ can also be ‘Edited’ or ‘Deleted’ by clicking on the edit and delete symbols
as indicated in Figure 17.10.
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The Department of the
egistrar of Companies ‘eROC Dashboard e Hi Thulashi
Srilanka  Teesissanst

Anoma Perera - Altemate Director of RRRRRRR WWWWVWY

Anoma Perera

987908750V - Altemate Director New

36/6, Haramanasie Lane Attidiya Akurana

Title ®

Miss -

NIC*

987908790V

First Name(s) * Surname ¥
Anoma Perera
Figure 17.10

Upon editing the required fields, the user can click on the ‘Edit’ button to save the edited data as displayed
in the Figure 17.11 below.

The Department of the
Registrar of Companies 'e Dashboard 0 Hi Thulashi

Srilanka  Tesenscwes
Address Line 1 Address Line 2
City. State/Region/Province Postal/ZIP code
Country %
Sri Lanka v
Residential Phane No Mohile * Email Address *
0889789939 c@gmail.com
Date of Appointment™ Occupation
10/28/2020 m]
& EDIT
Figure 17.11

Also, the user is able to create a ‘New director’ and this created new director can also be assigned as an
‘Alternate Director’ for some other director by following the steps below:

Step 1: Click on the ‘Add New’ button in the director sub section as indicated in the Figure 17.12.
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Sri Lanka b o e

The Department of the
Reuistrar of Companies ‘eROC Dashboard e Hi T

DIRECTOR SECRETARY CHANGE

Fill in all steps for completing the process.

— 0

Change Stakeholders Download Documents Upload Documents Payments

Changes that can be performed by a director, secretary or an alternative director (Changing the Name, Changing the Address, Changing the NIC, Changing

the Passport Ne)

( omecrors )

Directer Changed

Biyagama

Figure 17.12

Step 2: Upon clicking the ‘Add’ button, the user will be directed to the ‘Add New Director’ prompt screen.
The System would ask for an NIC and the user is required to enter the NIC and click on the ‘Continue’

button.
Then, the user is required to select the Director Type as ‘Director’ as highlighted in Figure 17.13 below.

Add New Director X

Please fill all required fields denoted by asterik(*) }

i

NIC No ™
968798796V
CONTINUE
Director Type e
. Director I Alternate Director
Tie ™ First Name(s) * Surname *
Choose.. v

D Pl FEoarorms

Figure 17.13
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Step 3: A New Director can also be assigned as an ‘Alternate Director’ to some other Director as indicated
IN Figure 17.14. The User has to select an ‘Appointment Date’ and click on the ‘Add’ button to select

directors, for which this director wants to be an alternate director.

A, The Department of the a—
Add New Director X

Please fill all required fields dencted by asterik(¥)

W Directo Alternate Director

Titte ™ First Name: Sumame
Miss v | Jade Perera
10/28/2020 ]

Aliernate Director OF

Name Appoiniment Date Actien

10/28/2020 ]
Local Address
Figure 17.14

Step 3: The User is required to fill all the required fields and click on the ‘Add’ button to save the new
director created as indicated in Figure 17.15 below. The ‘Add’ button would be enabled, after filling all

the mandatory data.

A8 The Department of the _—
Add New Director X

Address 1% Address 2
36/6, Haramanasie Lane Attidiya 10350

Foreign Address

Line 1

Attidiya

{aramanasie Lane

0775478844

Figure 17.15

|
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Step 4: The newly added director would be displayed separately as indicated in Figure 17.16. Also, this
director who was also appointed as the ‘Alternate Director’ for other directors, will also be displayed

separately.

B The Department of the
') Registrar of Companies ‘eROC Dashboard e Hi Thulashi

Srilanka ki 2 R B

DIRECTOR SECRETARY CHANGE

Fill in all steps for completing the process

Upload Documents

Change Stakeholders Dowinload Docu

Changes that ean be performed by a director, secretary or an alterative director (Changing the Narne, Changing the Addréss, Changing the NIC, Changing the Passport Ne)

sas0.dsBiyagama

Newly added director who was also appointed as

S Seperate Record to display the
968798796V - Director New
P )| newly added director

36/6, Haramanasie Lana Attidiye, Colombo

Figure 17.16

Users can also remove already added ‘Alternate Directors’ by clicking on the ‘Edit’ button and then clicking

on the ‘Undo’ button as indicated in Figure 17.18.

< eRoc X + = X
&~ c A Notsecure | 220.247.219.173/frontend/beta/staging_v21/eroc/dashboard/directorsecretarychange/2008033004 o ¥r e
The Department of the
Dashboard e Hi Thulashi

Registrar of Companies ‘eRog

SriLanka o et

918391721V - Director Changed

Add1 Add2 Dehiwala

Alternate Directors

Name Appointment Date Removal Date Action
Grarmal perers 2020124 (=D
NIC*
918391721V

Surname *

First Name(s) *

O Search for anything

Figure 17.18
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Existing directors are also able to add new ‘alternate directors’

clicking on the ‘add’ button as indicated in Figure 17.19 below.

#. eRoc X +

&~ C A Notsecure | 220.247.219.173/frontend/beta/staging_v21/eroc/dashboard/directorsecretarychange/2008033004

The Department of the
Registrar of Companies ‘eRoC

SriLanka

578397721V} Director Changed

by entering the appointment date and

Dashboard e Hi Thulashi

Add1 Add2,Dehiwala

Title *

Mr. v

Alternate Directors
Name Appointment Date Removal Date
Chamall Perera 20201124
Pattage ew 2020-11-25

NiC*

Action

O Search for anything

Figure 17.19

**Please Note that the system should not allow an alternate director to add an alternate director.
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If the applicant wants the Directors to resign, then click the ‘delete’ button and select the reason for

resigning and select the date of resigning as depicted in Figure 17.20 below.

#. eRoc x 4+

&« c A Notsecure | 220.247.219.173 ffrontend/beta/staging_v21/eroc/dashboard/directorsecretarychange/2008033004

The Department of the 220.247.219.173 says
ne““".' nl mmﬂes ROC Are you sure you want to remove this director? Dashboard
Sri Lanka e

? “ Sl

36/6, Hararmanasie Lane Attidiya, Pathaf

Chamali Perera
508090909V - Atemate Director New
36/6, Haramanasie Lane Atlidiya Thumpgane

Liqudator Test
857131611V -Secrewary
vebn,gh,Colombo

O Search for anything

Figurel7.20

e Hi Thulashi

Similarly, if the user is required to add a new secretary, it is required to click on the ‘Add New’ button.
Upon clicking on the button, the user will be directed to the ‘Add New Secretary screen. The User is
required to fill the NIC and continue to the screen as indicated in Figure 17.21. If the secretary being added
is a registered secretary, the user can also tick on the ‘Registered Secretary’ and enter the ‘Registered No’
as highlighted in Figure17.21. Upon entering all the mandatory details, the user is required to click on the

‘Add’ button.
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Add New Secretary x

Please add the registration Number

Miss v | | Christina Perera

Address

v | | Colombo v | | Colombo ~

Figurel7.21

A User is also able to edit or remove existing secretaries, by clicking on the symbols as indicated in
Figure 17.22.

#. eRoc X + — %
&~ C A Notsecure | 220.247.219.173/frontend/beta/staging_v21/eroc/dashboard/directorsecretarychange/2008033004 o Tr e
The Department of the
Registrar of Companies RoC Dashboard e Hi Thulashi
Srilanka s ieew

Ligudator Test

957181671V - Secretary
vebnghCalombo

Title *

NIC®

857131611V

First Name(s) * Surname *

Liqudator Test

@) Rauistrrol ompnies ~goC

O Search for anything

Figurel7.22

Upon completion of entering the changes, the applicant can move to the downloading of forms by clicking
on the ‘Next’ option. The applicant can obtain signatures from the relevant director/s or secretary and
scan and upload the downloaded forms through the document upload option as depicted in Figures 17.23
and 17.24.
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e eRoc x 4+ - X

L3 C A Notsecure | 220.247.219.173/f - % @
.. The Department of the
Ileuislramlcomnanies ‘eRoC Dashboard e Hi Thulashi
o= Sri Lanka i B W

DIRECTOR SECRETARY CHANGE

Fillin all steps for completing the process.

DOCUMENT LIST

Director's Application Forms Download

form 18- Pattage aw

e ——
() Registrarof Companies 4}(‘&

O Search for anything

Figurel7.23

The User is required to agree to the terms and conditions mentioned under the upload sub section as
indicated in Figure 17.24. Upon filling all the mandatory data, the ‘Next’ button would be enabled in the
upload section. Upon clicking on the ‘Next’ button, the user could proceed to the payment section.

. eRoc X + = S
<« 220,247.219.173/fronter Lo - ¢ e
@, The Department of the
@ Registrar of Companies ‘eRoC DashiticaR e HiTholseh!
fo=a Sri Lanka s s et Wi
DIRECTOR SECRETARY CHANGE
Fill in all steps for completing the process.
"
Please upload quire 5 in pdf format upload only A4 Size, portrait orientation and file size should be less than 4 MB
Please remov

Form 18 - Pattage ew”

Form 18 - Chamali Perera Alternate Director”

O Search for anything

Figure 17.24
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. eRoc x  +

& C A Notsecure | 220.247.219.173/frontend/beta/staging_v21/eroc/dashboard/directorsecretarychange/2008033004 o i e
.. The Department of the
nemﬂra[ of c.mmmes ROC Dashboard 0 Hi Thulashi
& Srilanka e e
Form 20"
Resignation Letters Mention The Relevant Document Name
Other Documents Mention The Relevant Docurment Name

ort, certificate; balance sheet or other dacument, required by or for the purposes of this Act, any person

SECTION 511. “Where in any returr,

makes a statement which is false in any material particular knowing it to be false shall be guilty of an offence and be fiable on ¢ tion to a fine not

ding five years or to both such fine and t

ling ene million rupees or to imprisonment for a term not

| read over and understood

(&) Sanivrar ot omanies ~PhoC

O Search for anything

Figure 17.25

After uploading the document successfully, click next and the user will be directed to the payment page.

Folow the payment steps and make the payment successfullly.

KPMG in Sri Lanka — Process B — Public Interface 116

© 2020 KPMG, a Sri Lankan partnership, and a member firm of the KPMG network of independent member
firms affiliated with KPMG International Cooperative, a Swiss entity. All rights reserved.



18.

Statement of Affairs — Form25

In order to file Form 25, the user first needs to login to the system with his/her username and password.
If the user does not have an account, he/she needs to create a new account (Click here to create a new

account) and follow the steps below. After successful login, the user is directed to the dashboard depicted
in Figure 18.1

The applicant will be required to select Form 25, in order to submit the statement of affairs application.

In order to navigate to Form 25, the applicant is required to click on the ‘Other Changes’ button as
indicated in Figure 18.1.

< eRoc x 4+ - X
<« C A Notsecure | 220.247.219.173/frontend/beta/staging_v21/eroc/dashboard/home - % 8
.. The Department of the
Registrar of Companies 'eRoC Dashboard 0 H Thfist
b=d Srilanka e ieseaE
(| s P
:8: | REGISTRATION OF SECRETARY L 3
B
E1 1 I REGISTER FOR SOCIETY @ Name Rejected
YOU & ME (PVT) LTD PV00003406 & 0
* I REQUEST CERTIFIED COPIES ® 2008033004 @  © Date
b Address : No 1, Lotus Road, Seethawaka L% Name Canceled
4 O 0
REQUEST CERTIFIED COPIES
o[ = oo
@ Incorparate Approval
» I FILE SEARCH 170
B I CHARGES . @ , Incorparate Rejected
[ coununr 2 0
4 I GORRESPONDENGE ALLOW ME LTD PB00003175
# 1905121953 @ O Dat
B | COURTORDER/OTHERS FOR Address d Lane, Koswatte Road, Nawala, Colombo
COMPANIES

S cn

x T Dt st
© Rayistrrof Companiss ~@ o
b4 P Ao

5 ] 2 L A26PM
O Search for anything i Y = 3 o) 3 ) 11/25/2020 =

Figure 18.1

Upon clicking on the ‘Other Changes’ button, the applicant would be navigated to the screen as indicated
in Figure 18.2
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. eRoc x  +

X
< C A Notsecure | 220.247.219.173/f taging_v21/eroc/dashboard/home/company/card/2008033004 - % 8
@ The Department of the
Registrar of Companies RoC Dashboard e Hi Thulashi
A Srilanka e b

CHANGE OF Statement Of Affairs (Form 25)
DIRECTOR/SECRETARY AND

PARTICULARS OF Make New Reguest —
DIRECTOR/SECRETARY (Form 20)

# G0 TO RECORD

4

) . : . L &2TPM
OSEaf[hforany‘thing i Y i o) - ~ -

%) q1/2572020 E‘

By selecting Form 25 “Statement of Affairs”, the applicant will be directed to the ‘STATEMENT OF
AFFAIRS’ screen as indicated in Figure 18.3.

# eRoc x: e - X
& C A Notsecure | 220.247.219.173/fronter taging_v21/eroc/dashboard/Affairs/2008033004 - % O
@, The Department of the
Registrar of Companies ‘eROC Dashbiard e HEThastas
il SriLanka 3 i W

STATEMENT OF AFFAIRS

Fill in all steps for statement of affairs process.

Company Type (PVT) LTD
Name of the Company YOU & ME(PVT) LTD
Registration Number PV00003406

O Search for anything

Figure 18.3
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Upon clicking the ‘Next’ option under the ‘STATEMENT OF AFFAIRS’ screen, the applicant will be navigated
to the download section. The Applicant can download Form 25, by clicking on the download button as
indicated in Figure 18.4.

#. eRoc x  + - X

&« C A Notsecura | 220.247.219.173/frontend)/

lashboard/Affairs/2008033004 o v B :

B, The Department of the
Ileumrarnl Companies ‘eRoC Dashboard e Hi Thulashi

SriLanka

STATEMENT OF AFFAIRS

Fill in all steps for statement of affairs process

Form 25 Download

Form 25

e

428 PM

O Search for anything i 3 :- 2 3 A o) . ~ Q) 11/25/2020 =

Figure 18.4

Upon downloading Form 25, the applicant is required to click on the ‘Next” button. Upon clicking on the
‘Next’ button, the applicant will be navigated to the ‘Upload’ section. The downloaded form will have to
be filled and uploaded as a PDF document in the upload section, by clicking on the ‘Upload’ button as
indicated in Figure 18.5.
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. efoc x 4+ - X

€ C A Notsecure | 220,247.219.173/frontend/! board/Affairs/2008032004 - % O
.. The Department of the
Ileumrnrnl Companies "eRoC Dashboard e Hi Thulashi
o= d Sri Lanka i R W

STATEMENT OF AFFAIRS

Fill in all steps for statement of affairs process

FORM 25 *

OTHER DOCUMENTS

= T ne
() Registrarol Companiss: vegﬂg DRC - 2020 . All rights reserved

o &2mPM

Q search for anything i % F 3 ) E ) 415020 B

Figure 18.5

® eRoc x + = %
€ C A Notsecure | 220.247.219.173/frontend/beta/staging_v21/eroc/dashboard/Affairs/2008033004 - % 8
.. The Department of the
Ileumrnrnl Companies 'eRoC Dashboard e Hi Thulashi
S SriLanka et Rt W
FORM 25 *

OTHER DOCUMENTS - 7 2

SECTION 511. ‘W

makes a st

exceeding

| read over and understood

O Search for anything

Figure 18.6

Upon uploading the Form 25, the applicant can either view or delete the document. The Applicant is
required to tick the terms and conditions and click on the ‘Next’ button in the upload section. Upon clicking
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on the ‘Next’ button, the applicant is navigated to the payment section. Follow the payment steps and
make the payment successfully.
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19.

Special Resolution — Form 39

In order to file Form 39, the user first needs to login to the system with his/her username and password.
If the user does not have an account, he/she needs to create a new account (Click here to create a new
account) and follow the steps below. After successful login, the user is directed to the dashboard depicted
in Figure 19.1. In order to navigate to Form 39, the applicant is required to click on the ‘Other Changes’
button, as indicated in Figure 19.1.

. eRoc X + = S
&~ C A Notsecure | 220.247.219.173/frontend/beta/staging_v21/eroc/dashboard/home o Tr e
B, The Department of the
@ Registrar of Companies ‘eROC Dashboard e Hi Thulashi
(o5 d Sri Lanka T e W
1 [ . In-Progress
l B ! DASHBOARD St M s . ]
- I N REEEATION © All online registered companies are adviced to submit requests for — R
changing company names via name change method. DO NOT use name . — 0
s | REGISTRATION OF AUDITORS (i e e fams,
. - Name Approval
o l REGISTRATION OF SECRETARY A d £
382 I REGISTER FOR SOCIETY @ Name Rejected
: YOU & ME (PVT) LTD PV00003406 = (]
* I REQUEST CERTIFIED COPIES = 20 004 @ < i
Address : No 1, Lotus Road, Seethawaka ’s"a-J Name Canceled
LS
REQUEST CERTIFIED COPIES )
P Incorparate Approval
(, Tt PP
* l FILE SEARCH Q 170

O Search for anything

Figure 19.1

Upon clicking on the ‘Other Changes’ button, the applicant would be navigated to the screen as indicated
in Figure 19.2.
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. eRoc x 4+ - X

L3 C A Notsecure | 220.247.219.173/f - % @
@ The Department of the ) .
Registrar of Companies ‘eRoC Dashboard e Hi Thulashi
- Sri Lanka st 2 b
NOTICE OF A SPECIAL Others / Court Order |
RESOLUTION (Form 39) » ]
Make New Reques! -

= ADD

3 . A430PM
O Search for anything i -+ :.- = 3 < ~ ) L %

* 11/25/2020

Figure 19.2

The applicant is required to select Form 39 and select the appropriate type and enter the resolution date
as depicted in Figures 19.3 and 19.4.

#< eRoc x -+ = X
< C A Notsecure | 220.247.219.173/frontend/t taging_v21/eroc/dashbeard/special-resolution/2008033004/3860 o Yr e
@, The Department of the
Registrar of Companies ‘eRoC Dashboard e Hi Thulashi
frma SriLanka 82 R
NOTICE OF A SPECIAL RESOLUTION
Fillin all steps for completing the process
Company Type Private Limited
Name of the Company YOU & ME (PVT) LTD
Registration Number PV00003406

Renistrarl Companics Do

O Search for anything

Figure19.3
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|-resolution/2008033004/3860 - % 8
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Registrar of Companies 'eRoC Dashboard e Hi Thulashi

SriLanka

Resolution Type Any other special resolution »

Resolution ;,:..h;'ct:-jg'.»:w /25;"2020 (]

Signing Party Information *

Director Secretary
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() Registrarol Companiss: v?x‘,( DRG - 2020 . All rights reserved

Waiting fo

O Search for anything a
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501 PM

HE @ ®# § B F € m ® & X3 D 152020 B

Figure 19.4

Upon selecting the required option and entering the resolution date, the applicant can move to the
document download section by clicking on the ‘Next’ option. Upon downloading Form 39, the applicant
is required to sign, scan and upload Form 39, using the document upload option as depicted in Figure
19.5.

#< eRoc x -+ = X
< C A Notsecure | 220.247.219.173/frontend/beta/staging_v21/eroc/dashboard/special-resolution/2008033004/3860 o Yr e
The Department of the
Registrar of Companies ‘eRoC Daghboard e HEThestachy
A SriLanka i e

NOTICE OF A SPECIAL RESOLUTION

Fillin all steps for completing the process

DOCUMENT LIST

FORM 39

Waiting for test-bankofceylon mtf.gateway.mastercard.com..

O Search for anything

o

Figure 19.5
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Note:

Depending on the type selected at the initial dropdown menu, there would be other mandatary
documents that the applicant would be required to upload as depicted in Figures 19.6 and 19.7.

€. eRoc X + = S
< C A Notsecure | 220.247.219.173/frontend /beta/staging_v21/eroc/dashboard/special-resolution/2008033004/3860 o ¥r e
@, The Department of the
Ileulstrnroll:omnames ‘eRoC DKo e HE Tholash
b4 Srilanks NI

NOTICE OF A SPECIAL RESOLUTION

Fill in all steps for completing the process.

@ The notice should be sent within 10 Working days after passing of the Special Resolution thereof (Including that
passed under Section 15(2) but excluding that passed under section 8(1)

© Please note that, the resolution has to be attached to form 39 as an annexure

FORM 39 *
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O Search for anything o

Figure 19.6
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Figure 19.7
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The Applicant is required to tick the terms and conditions and click on the ‘Next’ button in the upload
section. Upon clicking on the ‘Next’ button, the applicant is navigated to the payment section. Follow the
payment steps and make the payment successfully.
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20.

Submission of prospectus for registration

In order to file a prospectus, the user first needs to login to the system with his/her username and
password. If the user does not have an account, he/she needs to create a new account (Click here to
create a new account) and follow the steps below. After successful login, the user is directed to the
dashboard depicted in Figure 20.1.

In order to navigate to Submission of a prospectus, the applicant is required to click on the ‘Other Changes’
button as indicated in Figure 20.1.

The Department of the
S? Registrar of Companies 'eRoC Dashboard 8 Hi Thulashi

Sri Lanka
“ ‘ NAME RESERVATION [ Al ONNNE regisierea companies are agvicea 10 suDimit requests 1or Re-Subamit
A e e 1
changing company names via name change method. DO NOT use name 0
s ‘ REGISTRATION OF AUDITORS approval method for company name changes.
0 Name Approval
Y ‘ REGISTRATION OF SECRETARY 35
=

38+ | REGISTER FOR SOCIETY O Name Rejected
ALLOW MELTD PB00003175 0

& ‘ REQUEST CERTIFIED COPIES x 63 @
Address : 22, 2nd Lane, Koswatte Road, Nawala, Name Canceled
: O '

REQUEST CERTIFIED COPIES
0 Incorporate Appraval
™ ‘ FILE SEARCH . 104
%.« HOPELESS HOLDING Company Name Expired

‘ (PVT) LTD
B | cHARrGEs Incorporate Rejected
‘ (% "

4 ‘ CORRESPONDENCE

Figure 20.1

Upon clicking on the ‘Other Changes’ button, the applicant would be navigated to the screen as indicated
in Figure 20.2

- The Department of the
5@2 Registrar of Companies ‘eROC Dashboard e Hi Thulashi

Sri Lanka

Request for Prior Approval SUBMISSION OF PROSPECTUS FOR
REGISTRATION

=GO TO PRIOR
o | =3

Charges Registration Approved
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Figure 20.2

The applicant will have to select ‘SUBMISSION OF PROSPECTUS FOR REGISTRATION’ in order to

submit a prospectus. The applicant will be directed to the menu depicted in Figure 20.3 to enter
prospectus related details and the capital.

.. The Department of the

Registrar of Companies ‘eR_OC.

SriLanka

Dashboard Hi SHAMIL
HASHAN UDARA
Date of Prospectus™
11/26/2019

Details®

»
[
L]
[]
"]
L]

¥l
1

Capital Amount*

Figure 20.3

Upon completing the entry of details in the above menu, the applicant will be directed to the
document upload menu, by clicking the ‘Next’ option as depicted in Figure 20.2.

. The Department of the

Registrar of Companies ‘eRoC_

SriLanka

Dashboard Hi SHAMIL
HASHAN UDARA

DOCUMENT OF PROSPECTUS *

OTHER DOCUMENTS

I read over and understood

Figure 20.2
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The Applicant is required to tick the terms and conditions and click on the ‘Next’ button in the upload
section. Upon clicking on the ‘Next’ button, the applicant is navigated to the payment section. Follow the
payment steps and make the payment successfully.
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21.

Others / Court Order

In order to file a court order, the user first needs to login to the system with his/her username and
password. If the user does not have an account, he/she needs to create a new account (Click here to
create a new account) and follow the steps below. After successful login, the user is directed to the

dashboard depicted in Figure 21.1. In order to navigate to the court order, the applicant is required to
click on the ‘Other Changes’ button as indicated in Figure 21.1.

The Department of the
Registrar of Companies ‘eRoC Dashboard 9
Sri Lanka —

“ NAME RESERVATION W Al ONIINe registerea cCompanies are agvicea 10 SubDimit requests 1or roepy
- changing company names via name change method. DO NOT use name .

£ | REGISTRATION OF AUDITORS PP method for name ch

F3 | RecisTRATION OF SECRETARY o

Incorporation Approved

8+ | REGISTER FOR SOCIETY i o
: ALLOW MELTD PB00003175

# | REQUEST CERTIFIED COPIES m 190512193 @
: Address : 22, 2nd Lane, Koswatte Road, Nawala, b ®
| request cermirien copies

.

E 3 | FILE SEARCH o O
| +.« HOPELESS HOLDING Company Name Expired

(PVT) LTD

B | cHArces O

4 | corresponDEnce
1

Hi Thulashi

Re-Submit
0

Name Approval
k]

Name Rejected
0

Name Canceled
0

Incorperate Approval
104

Incorporate Rejected
0

Figure 21.1

Upon clicking on the ‘Other Changes’ button, the applicant would be navigated to the screen as indicated
in Figure 21.2

The Department of the
5@2“‘""" Companies ‘eRoC Dashboard e Hi Thulashi

Sri Lanka

260 TO RECORD

NOTICE OF A SPECIAL RESOLUTION Others / Court Order
(Form 39)

=260 TO RECORD

GO TO SUBMITTED FORM 39

s B

Figure 21.2
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The applicant is required to select the ‘other / Court Order’ option to upload court order
documents. As depicted in Figures 21.3 and 21.4, the upload section of THE ‘other / Court Order’
menu, will contain the facility to upload the main and other documents.

€. eRoc X B XLSXFile viewer | Microsoft Tean X | New Tab x| +

- x
<« C A Notsecure | 220.247.219.173/frontend/beta/staging_v21/eroc/dashboard/othersCourtOrder/2008033004/individual o v 8
Bl The Department of the
negisu’ar of cgmnanies ‘eROC Dashboard e Hi Thulashi
f=d Srilanka et
OTHERS / COURT ORDER

Fillin all steps for others court order process

Company Type Private Limited
Name of the Company ¥OU & ME (PVT) LTD
Registraticn Number PV00003406
Purpose of court order Choose

i s D

O Search for anything

x§ B3
Figure 21.3
@ eRoc X R XLSX File viewer | Microsoft Tesn X | MewTab x| + »
€ C A Notsecure | 220.247.219.173/frontend/beta/staging_v21/eroc/dashboard/othersCourtOrder/2008033004/individual - % 8
.. The Department of the
neum[m[nlcnmmmgs RoC Dashboard e Hi Thulashi
P=o Sri Lanka e s W

OTHERS / COURT ORDER

Fill in all steps for others court order process.

Main documents will be charged

MAIN DOCUMENTS(COURT ,
ORDER) Enterd

OTHER DOCUMENTS

xg P3 o)

. " - = c . 644 PM
O Search for anything 4 ] o) s " 1172572020 o

Figure 21.4
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The Applicant is required to tick the terms and conditions and click on the ‘Next’ button in the upload
section. Upon clicking on the ‘Next’ button, the applicant is navigated to the payment section. Follow the
payment steps and make the payment successfully.
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22.

Request for Prior Approval

In order to file prior approval, the user first needs to login to the system with his/her username and
password. If the user does not have an account, he/she needs to create a new account (Click here to
create a new account) and follow the steps below. After successful login, the user is directed to the
dashboard depicted in Figure 22.1.

In order to navigate to prior approval, the applicant is required to click on the ‘Other Changes’ button as
indicated in Figure 22.1.

. The Department of the
S?.‘m'.‘mu.—” eROC Dashboard 9 Hi Thulashi

Sri Lanka

v : NAME RESERVATION W ANl ONNNE regisierea COMpanies are agviceda 10 SUDIMIT requests Tor e Re-Submit

changing company names via name change method. DO NOT use name - 0

s | REGISTRATION OF AUDITORS approval method for company name changes.

Incorporate Rejected
0

O Name Approval
FT3 | REGISTRATION OF SECRETARY 3%
[ couru 3
% I REGISTER FOR SOCIETY 0 Name Rejected
ALLOW MELTD PB00003175 0
& | REQUEST CERTIFIED COPIES - 2193 @
Address : 22, 2nd Lane, Koswatte Road, Nawala Name Canceled
REQUEST CERTIFIED COPIES ® ’
o[ (5 e ron |~
Incorporate Approval
L ] | FILE SEARCH . 0 Ly
%.c HOPELESS HOLDING Company Name Expired
(PVT) LTD

B l CHARGES

4 | CORRESPONDENCE

Figure 22.1

Upon clicking on the ‘Other Changes’ button, the applicant would be navigated to the screen as indicated
in Figure 22.2

. The Department of the
5@2 Registrar of Companies 'eRoC Dashboard e Hi Thulashi
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Request for Prior Approval SUBMISSION OF PROSPECTUS FOR
REGISTRATION
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Figure 22.2

The applicant is required to select the ‘Request for Prior Approval’ option to request prior
approval when required (e.g. to change the balance sheet date). The applicant needs to click on
the ‘Create New’ option available under ‘Request for Prior Approval’ as depicted in Figure 22.3.

#. eRoc X K XLSX File viewer | Mi

oftTean % | NewTab x| + - X

< C A Notsecure | 220.247.219.173/fronten shboard/ListApproval/2008033004 o 8 :

@ The Department of the
') Registrar of Companies eROC Dashboard e Hi Thulashi
A SriLanka i et

Prior Approval

No Prior Approval Record Found

m patertime ‘

=

O Search for anything f 8 ¥ Y . a ) < ~ gy ESIPM o

" 1172572020

Figure22.3

Click the next button as depicted in Figure 22.4 and Select the appropriate prior approval type as
depicted in Figure 22.5 and enter the required details pertaining to selected prior approval and
click on the ‘Next’ option and click on the ‘Submit’ option, to push the request for prior approval
to ROC for approval as depicted in Figure 22.6.
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e efoc X B KLSXFile viewer | Microsoft Tear X | NewTao x| + - X

& C A Notsecure | 220.247.219.173/frontend/beta/staging_v21/eroc/dashboard/priorApproval /2008033004 - % 8
The Department of the
Registrar of Companies ‘eRoC Dashboard e Hi Thulashi
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REQUEST FOR PRIOR APPROVAL

Fill in all steps for Prior Approval process

Company Type (PVT) LTD
Name of the Company YOU & ME(PVT) LTD
Registration Number FVD0003406

= D s
) Registar of Companies. <@ oC © DRC - 2020 All rights reservec
o] el A

652 PM

O Search for anything i 4 E ) 5 &) 11/25/2020 o

Figure 22.4

e efoc X @ XLSX File viewer | Microsoft Tear X | New Tab x| + = X
& C A Notsecure | 220.247.219.173/frontend/beta/staging_v21/eroc/dashbeard/priorApproval/2008033004 - % 8
.. The Department of the
@ Registrar of Companies RoC Dashboard e Hi Thulashi
o= Sri Lanka et N W

Mr D. N. R. Siriward

Registrar Gener; ompanies,

No. 400, D. R. Wijewardena Maw:

Colombo 10.

Dear Sir,

Form 39 (To obtain approval for the proposed article change for GA companies)-Section 34(4) . 4

Thank You.

O Search for anything

Figure22.5

Finally, upload the documents and click the submit button as depicted in Figure 22.6
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23.

Annual Accounts

In order to file Annual accounts, the user first needs to login to the system with his/her username and
password. If the user does not have an account, he/she needs to create a new account (Click here to
create a new account) and follow the steps below. After successful login, the user is directed to the
dashboard depicted in Figure 23.1. In order to navigate to annual accounts, the applicant is required to
click on the ‘Other Changes’ button as indicated in Figure 23.1.

B | cHarces

The Department of the
() Registrar of Companies ’eRoC Dashboard e Hi Thulashi
Sri Lanka —
Al OnIINe registerea companies are agvicea 1o subimit requests ror
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8 | REGISTRATION OF SECRETARY 3%
-
8+ | REGISTER FOR SOCIETY O Name Rejected
: ALLOW MELTD PB00003175 0
# | REQUEST CERTIFIED COPIES 190512193 @
: Address : 22, 2nd Lane, Koswatte Road, Nawala, Col Name Canceled
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REQUEST CERTIFIED COPIES
Incorperate Approval
& | FILE SEARCH ) & L
| +.« HOPELESS HOLDING Company Name Expired
(PVT) LTD

Incorporate Rejected
0

<4 | CORRESPONDENCE

Figure 22.1

The applicant is required to select the ‘Annual Accounts of the company’ option as depicted in
Figure 23.2 to request for annual accounts, when required.

The Department of the
Registrar of Companies ‘eROC Dashboard e Hi Ishan
S — e oo

Sri Lanka

Click here to request Others / Court Order

an annual account “

Request for Prior Approval Statement Of Affairs (Form 25)
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KPMG in Sri Lanka — Process B — Public Interface 138
© 2020 KPMG, a Sri Lankan partnership, and a member firm of the KPMG network of independent member
firms affiliated with KPMG International Cooperative, a Swiss entity. All rights reserved.



e efoc X B KLSXFile viewer | Microsoft Tear X | NewTao x| + - X
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Figure 23.3

The applicant needs to click next option as depicted in Figure 23.3.
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Figure 23.4
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Select the financial year of the accounts which they need, select the type of account and state
the amount and click ‘next’ as depicted in Figure 23.4.

- eRoc X i@ XLSXFile viewer | Microsoft Tean X | New Tab x| + - X
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O Search for anything

Figure 23.5
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SUBMISSION OF ANNUAL ACCOUNTS

Fill in all steps for completing the process.
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Figure 23.6
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Upload the relevant documents in the document uploading section and tick the agreement
statement and click ‘next’ as depicted in Figure 23.6 & 23.7.

. eRoc X B XLSXFile viewer | Microsoft Tean X | New Tab x | + - X
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Figure 23.7

Finally follow the payment steps and make the payment for the annual accounts successfully.
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24.  Annual Returns of the Company Form15

Annual Returns can be submitted to RoC by the company secretary or by an existing Director. No
Third parties CAN submit.

If the secretary is NOT the updated secretary in the system, a Director must appoint the new
secretary by logging in to the system and file a Form 20 and only then the new Secretary will be
able to file F15 for the Company.

For Online registered companies, if the applicant has filled correct email addresses of secretary
and the directors during incorporation stage, the system would have sent a mail to directors with
the link to crate the profile in the eRoC system. Once the profile is created and logged in to the
system, you will see the company details in their Dashboard.

For non-electronically registered companies, the secretary must request the RoC to link the
company to the secretary’'s profile. Once it is completed, you will see the company in your
dashboard.

If user do not have account, need to create a new account (Click here to create a new account)
and do the below following steps. After successful login user directed to their dashboard depicted
as Figure 24.1.

In order to file The Annual Returns, first user need to login to system with their username and
password.

Note:

Please note that the address of the company may be WRONG and it is intentionally inserted as the
System does not have data of those companies incorporated through the manual process.

When you want to make changes to an existing company, please select the Orange color tab
named Other Changes in the said company. After selecting the Other Changes menu, you will see
the applicable changes could be made for that particular company/society by filling the online
form.

Please refer to the below figure 24.1
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Figure 24.1

The applicant is required to select ‘Annual Returns of the company’ option depicted as
Figure 24.2 to request annual return when required.

of the
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Figure 24.2

Upon clicking on the Form 15, user will be directed to the ‘Company Details’ subsection
of annual return (Form 15) screen as depicted in Figures 24.3, 24.4, 24.5 & 24.6.
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ANNUAL RETURN OF THE COMPANY

Fill in all steps for completing the process

Company Type Private Limited
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Figure 24.3
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Figure 24.4
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3. REGISTERED ADDRESS

Company Address
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Figure 24.5
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Figure 24.6

User must provide requested information in the above screens to move forward. Please note all
fields marked with a * are mandatory fields. Without filling them, you will NOT be able to move
forward. User need to select the annual return decision taken by whether ‘annual general
meeting/ resolution in liue thereof’ and select the date of meeting and click next button as
depicted in figure 24.7.
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. Annual General Meeting Resolution in Liue Thereof

Annual General Meeting * 2020/08/10

@ RoaisrarofCompanies ~@oC DR - 2020.. Al ights reserved

614 PM
11/23/2020 D

O Search for anything i 3 f = < e

Figure 24.7

Upon clicking on the next button, user will be directed to the ‘share register’ sub section as
depicted in Figure 24.8. Please Note that ‘Share Register’ can be only added for the users who
report annual return first time through E-ROC system. For other users, ‘Share Register’
would be just listed down.

#w eRoc x + = X
< C A Notsecure | 220.247.219.173/frontend/beta/staging_v21/eroc/dashbeard/annual-return/2004292664 o a v O
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ANNUAL RETURN OF THE COMPANY
Fill in all steps for completing the process

4.SHARE REGISTER

O Search for anything

Figure 24.8
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User need to click on ‘Add New ' button if user need to add new share register details. Upon
clicking on Add new button user will be navigated to the screen as depicted by Figure 24.9. User
is require to enter and fill relevant details of share register click on the Add button.

€. eRoc x  + - X
&« C A Notsecure | 220.247.219.173/frontend/ v21 oard/annual-return/2004292664 o Q T e :
B TheDenartment of tha N
X
Fleaze d fields denated by asterik(*)
v
(o]
Address of place where kept

Choose. v Choose. v Choose L

2 626 PM
O Search for anything

AW sy N

Figure 24.9

User also can edit an already added 'Share Register Record’ by clicking on the edit icon. User also
can delete an already added ‘Share Register Record’ by clicking on the ‘Delete’ icon.

Upon adding share register details user require to click on ‘Next’ button. User will be directed to
record screen as depicted in Figure 24.10.

Please Note that ‘Records’ can only be added for the users who report annual return first
time through E-ROC system. For other other users, ‘Records’ would be just listed down.
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Figure 24.10

User also can edit an already added Record by clicking on the edit icon. User also can delete an
already added Record by clicking on the ‘Delete’ icon.

Click on ADD NEW button user will be directed to a screen as indicated by Figure 24.11. User is
required to fill relevant details and click on add button.
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Figure 24.11

User is require to click on the ‘Next' button. Upon clicking on next button, user wil be directed to
share sub screen as depicted in Figure 24.12.

< eRoc x  +

X
€ C A Notsecure | 220.247.219.173/frontend/beta/staging v21/eroc/dashboard/annual-return/2004292664 - a % 6
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6.SHARES

Please fill the shares details (ordinary shares/ Preference shares) by clicking on "Add New" button and fill all the relevant details to
proceed

O Search for anything

Figure 24.12

On the share screen, user can edit or remove the existing share details as depicted in Figure 24.13.

By default shares of an incorporated companies are displayed as ordinary shares. By raising
Form 6 these share types can be changed.
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*
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Figure 24.13

User also able to add new share, by clicking on the ‘Add New' button. Upon clicking on the add
new button user will be navigated to a screen as indicated by figure 24.14 and fill the relevant
share details as depicted in Figure 24.14.

< eRoc x 4+ - X
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Figure 24.14
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After adding records, user is required to enter the data to the fileds depicted in Figure 24.15. Usr
is required to click on the ‘Next' button and user will be directed to the 'Director’ section.
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Total number of shares forfeited
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122
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O Search for anything

Figure 24.15

Figure 24.16 displays ‘Director’ sction. Please Note that ‘Directors’ can only be added for
the users who report annual return first time through E-ROC system. For other users,
‘Directors’ would be just listed down.
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Figure 24.16

User is able to add new directors by clicking on the 'ADD NEW' button and user will be directed
to the screen displayed in Figure 24.18. Also existing directors details can be edited or removed.

< eRoc x 4+ - X
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Add New Director X
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Choose... v
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Hame Appointment Date Action

O Search for anything

Figure 24.17

When user try to remove the director, system prompt an alert massage as depicted in figure 24.18,
if user required to remove the director select OK and director will be removed.

gh The Department of the ‘e 220.247.219.173 says
i i Dashboard Hi Thulashi
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7.DIRECTORS
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Figure 24.18

User is also able to add an Alternate Director. To add a new Alternate Director, user is required
to click on the ‘Add New' button. Upon clicking on the ‘Add New' button user will be directed to
screen as indicated in the Figure 24.19.

AW INE UEparunent of me — —

Add New Director x

‘ Please fill all required fields denoled by asterik(*) ‘

e

NIC No ™
935361168v
Director Type ™
Director . Alternate Director
Tie First Name(s) ™ Surname *
~|  Chamali Perera
.
Figure 24.19

To add an "Alternate Director’ user is require to tick the Alternate Director as the Director Type as
highlighted in the Figure 24.19 Further user also can select for whom this ‘Alternate Director’ is
appointed for in the same screen under ‘Alternate Director of' as highlighted in the Figure 24.20.
User is required to select an "Appointment Date’ and click on the ‘Add’ button as indicated by
Figure 24.20.

Add New Director X
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Director . Alternate Director
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Figure 24.20

Upon filling on the required fields in the screen, the 'Add’ button would be enabled. Upon clicking
on the enabled ‘Add’ button the created 'Alternate Director’ would be displayed under each of
the selected directors and as well as a separate record as indicated by the below figure 24.21.

The Department of the ?
.e'im.' - s RoC Dashboard e
SriLanka Tomard 1 B Wt
7.DIRECTORS

Thulashr Sathur (818 | - Director
Add1 Add? 0060

Chamali Perera - Aliernate Directorof Thulashi Sathur

Gmega'PR (111111177111
Add 1,A0d2711717

Figure 24.21

The created ‘Alternate Director’ can also be 'Edited’ or ‘Deleted’ by clicking on the edit and delete
symbols as indicated by the Figure 24.22.
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935361168V

First Name(s) * Surname *
Chamali Perera

Local Address

Province * District * Divisional Secretariat Division *

Figure 24.22

Upon editing required fields user can click on the ‘Edit’ button to save the edited data as displayed
in the below Figure 24.23.

The Department of the
Registrar of Companies RoC Dashboard e
SriLanka e e Wt
City State/Region/Province Postal/ZIP code
Counitry *
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@ EDIT

Figure 24.23
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Also user is able to create a ‘New director’ and this created new director can also be assigned
as an ‘Alternate Director’ for some other director by following below steps:

Step 1: Click on the ‘Add New' button in the director sub section as indicated by the below Figure
24.24.

©

The Department of the
Registrar of Companies ‘eRoC Dashboard e HiT

Srilanka

7.DIRECTORS

Figure 24.24

Step 2: Upon clicking the ‘Add’ button user will be directed to ‘Add New Director’ prompt screen.
User is required to select the Director Type as ‘Director’ as highlighted by the below Figure 24.25.
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NIC No ™
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|. Director Altemate Director
Titie * First Name(s) * Surname *
Miss ~| | .Jude Hettiarachchi

Figure 24.25

Step 3: New Director can also be assigned as an ‘Alternate Director’ to some other Director as
indicated by Figure 24.26. User have to select an 'Appointment Date’ and click on the ‘Add’ button
to select a direct.

B, TheDepartment of the - —
Add New Director x

‘ Please fill all required fields denoted by asterik(*)

Miss v | Jude Hettiarachchi

Alternate Director Of

Name Appoiniment Date Action
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Figure 24.26
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Step 3: User is required to fill all the required fields and click on the ‘Add’ button to save the new
director created as indicated by below Figure 24.27. Add button would be enabled after filling all
the mandatory data.

Add New Director x

Foreign Address

Address Line Address Line 2

State/Region/Province PostaliZIP code

0778945599 c@gmail.com

Figure 24.27

Step 4: The newly added director would be displayed separately as indicated by Figure 24.8.Also
this director who was also appointed as the ‘Alternate Director’ for other directors will also be
displayed separately.
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Figure 24.28

Directors also can remove already added 'Alternative Directors by clicking on the ‘Edit" button and
then clicking on the ‘'Undo’ button as indicated by Figure 24.29.

The Department of the
Registrar of Companies ‘eROC Dashboard e HiThulashi

Sri Lanka i 5 it e

Omega PR (111711711711) - Director:

Add 1 Add 2111171

Nie
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Begisras ol ompanies <@

Figure 24.29

Existing directors are also able to add new ‘alternate directors’ by entering the appointment date
and clicking on the add button as indicated by below Figure 24.30.
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Figure 24.230
**Please Note that system should not allow an alternate director to add an alternate director.

Upon clicking on next button user will be directed to Secretary Screen as depicted on Figure 24.31.
Please Note that ‘Secretary’ can be only edited for the users who report annual return for
the first time through E-ROC system. For others, ‘Seceratries’ would be just listed down.
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Figure 24.31
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User is able to add a new secretary by clicking on the ‘Add New’ button. Upon clicking on the
‘Add New' button user will be directed to the screen as indicated by below Figure 24.32. also
existing secrataries can be edited or removed by the symbols indicated in the Figure 24.31.

B The Department of the -
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Figure 24.32
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Upon clicking on next button, user will be directed to Auditors screen as depicted by Figure
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Figure 24.33

User is able to add new Auditor by clicking on the ADD NEW button. Upon clicking on the ‘Add
New' button user will be directed to a new screen as indicated by below figure 24.34. Existing
auditor details can be edit or remove using the symbols indicated in the Figure 24.33.

| Please fill all required fields denoted by asterik(*)

Tasodha Perera

Address

Western ~ | | Colombo v~ | Colombo ~

Figure 24.34

Upon clicking on ‘Next’ button, user will be directed to Shareholders screen as depicted on
Figure 24.35.

Share Holders Details:

Please note that the ID numbers of the shareholders is a mandetory requirement by the statute.
No Srilankan national can do business in Sri Lanka without a valid NIC. Hence the system will not
allow you to enter shareholders without the NIC. Please note you are making an offence under
section 511 if you submit false NIC numbers.
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11.EXISTING SHAREHOLDERS

If below Shareholders are not the list of persons who on the fourteenth day from the date of the first or only general
meeting in the year, Please use next screen to add/edit current Shareholder list.
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Figure 24.35

Shareholders can only be added or edited if the list was as same as the the fourteenth day from
the date of the first or only general meeting in the year. Then user is required to click on the ‘Next’
button to “add or edit’ shareholders as indicated by figure 24.35.

Once next button is click, user will be directed to ‘Existing share holders’ sub section as indicated
by the below figure 24.36.

The Department of the
Reuistrar of Companies ‘eROC Dashboard 9 Hi Thulashi
Sri Lanka L B, et

11.EXISTING SHARE HOLDERS (ADD/EDIT SCREEN)

please note that, if there are shareholders listed here, then the system will consider as the final list of persons who on the

faurteenth day of the first or only general meeting in the year are shareholders of the company.

Figure 24.36
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Below are few requirements and guidelines when adding shareholders from the system:

e User must mention details of all shareholders max upto 50 if it is Private Limited Company.

e Public companies are requested to list atleast top 10 shareholders in the system and the rest

of the shareholders must be mentioned in a excel sheet as per the sample downloadable

format.

¢ You cannot change the format of it. If changed it will not be accepted by the system.

¢ All mandetory fields must be filled and CANNOT LEAVE BLANK.

e Incase ofa list, you must add a line in the share type field below with correct amount of shares

in that list. Otherwise shares wont be balanced and your F15 will get rejected. This will be

explained later under the perticular section.

There are several scenarios when adding/editing share holders as below:

User is able to edit or remove existing shareholders as indicated by Figure 24.37. User is required
to click on the symbols indicated to edit or remove existing shareholders.

The Department of the
Registrar of Companies ‘eROC
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W cint Share

Please select your share group

group A (100)
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Figure 24.37
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User is also able to add new shareholders by clicking on the ‘Add New’ button as indicated by
Figure 24.37. Upon clicking on the Add New button user will be directed to a new screen as

indicated by below Figure 24.38. User is required to fill all the mandatory data and the ‘Add’ button
would be enabled.

B ThaDenartment of tha

- -
Add Mew Shareholder x
For Local Shareholder For Foreign Shareholder
M Natural Person Legal Person
NiC No ™
934671896V
Tile * First Names) * Surname *
Miss ~ | | Jane Eyer
Local Address
|
.
Figure 24.38

Upon clicking on the add button the created shareholder will be displayed as indicated by below
figure 24.39.
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Figure 24.39

User is also able to add a shareholder who has single shares. Upon clicking on the 'Add New’
button user will be directed to the '‘Add New shareholder’ screen as indicated by Figure 24.39.
After filling all the required details user is required to select 'Single Shares’ option as highlighted
by below Figure 24.340. Upon selecting single share option and entering ‘'no of shares’ user is
required to click on ‘Add’ button.

Figure 24.40

User is also able to add a shareholder who has Joint shares. Upon clicking on the ‘Add New’
button user will be directed to the 'Add New shareholder’ screen as indicated by Figure 24.39.
After filling all the required details user is required to select ‘Joint Shares’ option as highlighted
by below Figure 24.41.
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Add New Shareholder X

0775467788

Please select your share group

Not Found Your Joint Shareholder ? Add One.

Figure 24.41

Upon creating Joint shareholders, user can select an existing share group listed under the ‘Add
New Shareholder’ screen as indicated by the below figure 24.41.

Add New Shareholder x

Resid,
0775467788 c{@gmail.com
patio
]
Please select your share group
v
Choose
group A (100)
group B (23)
Group Name Joint Share Valuz
.
Figure 24.41

Or else when creating a Joint shareholders, user can create a new group from the ‘Add New
Shareholder’ screen as indciated by below figure 24.42. After entering all the mandatory fields,
Add button would be enabled. User is required to click on ‘Add’ button to add a Joint Shareholder.
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I

Figure 24.42

User is also able to add a shareholder as both as a single shareholder and as a Joint
shareholder. Below figure 24.43 indicates a single shareholder.

The Department of the
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Figure 24.43

Using the same NIC a Joint share can also be created to the same shareholder that has a single
share as indicted by below figure 24.44.
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Add New Sharehclder *

Please fill all required fields denoted by asterik(*) ‘

e

M Natural Parson Legal Person
Same NIC used to create the single shareholder
MIC Mo ™
935361879V
Title ™ First Name(s) * Surmame *
Miss v Sapna Perera
.
Figure 24.44

Since for the same shareholder a single share has been created now the system only displays ‘Joint
Share’ option only, as indicted by below figure 24.45.

Add New Sharehalder X

Pleasefill all required fields denoted by asterik(*)

Residential Phone No.

Date of Appointment

Mobile ™

Q775467777

Email Address ™

cha@gmail com

Occupation

mmy/dd/yyyy (m]
M Joint Share

Please select your share group

-
Not Found Your Joint Shareholder 7 Add One.
Group Name Joint Share Value
.
Figure 24.45

User can either select an already created group or a new group. Or shareholder can be in both a
new group and an existing group as indicated by below Figure 24.43. Hence a Joint Shareholder
can have multiple Joint shares (Share Groups).
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4B The Denartment of the -

Add New Shareholder X

* G
Mobile mal

0775467777 cha@gmail.com

mm/dd/yyyy m]

W Joint Share

Please select your share group

group A (100) v

Not Found Your Joint Shareholder ? Add One.

Grotp Name Joint Share Value

New Group 2 100

|

Figure 24.45

Upon adding all the mandatory fields ‘add’ button would be enabled. Upon clicking on the add
button the record would be added. However please note that a shareholder with single shares
cannot have multiple single shares.

User can do bulk uploading shareholders details by clicking on ‘Start uploading’ button under the
‘add shareholders by CSV’ section as depicted on Figure 24.46

The Department of the
@ Registrar of Companies ‘eROC Dashboard e HiThulashi

ri Lanka

Residential Phone No. Mobile *
0775467777 cha@gmail.com
Date of Appointrment Occupation
mm/dd/yyyy m]
ZEDIT
L
NEXT b
.
Figure 24.46

Upon clicking on the ‘Start Upload’ button user will be navigated to the screen indicated by below
figure 24.47. User is required to upload the CSV file by clciking on the ‘Upload’ button.
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ADD SHAREHOLDER(S) BY CSV °

A Please upload only shareholder details through the upload file

Sl'freholders Bulk Upload

Please upload the .csv file where listed all Shareholders infomation

Regquired Infomation for CSV file

Created Share Classes Core Share Groups
I TN I T
Praference Share 156 group A (100) 52830
.
Figure 24.47

Upon clicking on ‘Next’ button, user will be directed to ‘Ceased shareholder’ sub screen as
depicted in the below Figure 24.48.

< eRoc x 4+ - X
&« C A Notsecure | 220.247.219.173/frontend/beta/staging_v21/eroc/dashboard/annual-return/2004292664 or QA e
@\, The Department of the
Registrar of Companies oC Dashboard e Hi Thulashi
g SriLanka - o

12.PERSONS WHO HAVE CEASED TO HOLD SHARES SINCE THE LAST RETURN OR IN THE CASE OF THE FIRST
RETURN, SINCE THE DATE OF INCORPORATION

please add major ceased shareholders (maximum 15).
if there are more than 15 ceased shareholders you need to upload the list of remaining ceased shareholders as an additional

document (pdf format) in the document upload section.

O Search for anything
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Figure 24.48

User need to click on ADD New button, to add new ceased shareholders, once click add button
user will be directed to the screen indicated by figure 24.49.

“haNanartmant nf tha -

Add New Shareholder

I Please fil all required fields denoted by asterk(*)

For Local Shareholder For Foreign Shareholder

Figure 24.49

User is required to enter the shareholder NIC and fill the relevant details as depicted in Figure
24.50. After entering all the mandatory data, add button would be enabled. Upon enabling the
add button user can click on the ‘Add’ button to add the ceased shareholder details.

B TheDanartment of the - e
Add New Shareholder x
‘ Please fill all required fields denoted by asterik(*)
NIGNo ®
936381717v
itie First Namegs) * Ssumame *
Choose.. ~
Local Address
Province District Divisional Secretariat Division
Choose ~v | Choose. v Choose. v
Address 17 Address 2 Postal code ™
.
Figure 24.50
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Upon clicking on next button user will be directed to ‘Charges indebtedness’ sub screen as
depicted in Figure 24.51. Please Note that ‘Charges’ can be only added for the users who
report annual return for the first time through E-ROC system. For other users, ‘Charges’

would be just listed down.

A The Department of the
©) Registrar of Companies eRoC Dashboard e i Thutashy
Sel Lanka - -
13.CHARGES INDEBTEDNESS
Date & Description of instrument Name of persons entitied
-"""""H“"'-
20200618
oo
property chas
,,,,,,, Line 2,008 oo
...... s x Ackress Ui 2 Adess Line [ + |

Figure 24.51

System would list down the existing charges that are done through form 10 which are unsettled
and approved as displayed by the Figure 24.51. If user need to add new charges, click on ADD

g D Orpertes B 220247219173 says o
@l‘imdm-u RoC ) o Dashboard e 4 Thatas

Sel Lanka

13.CHARGES INDEBTEDNESS

Date & Description of insrument Masme of persons entitied
Adcress of persans entitled to the charges
creating charges 1 the charges
2020.06-18
5 1 Ucara Mad.shan 67/8 High Level Road, Sambalagtiya,
r ze
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NEW button and fill relevant details as depicted on figure 24.53 and click OK for the system
prompt message.

Figure 24.53

After clicking on ‘'OK’, user will be navigated to ‘CERTIFICATE OF CHARGE CREATED BY
THE COMPANY’ screen as indicated by below figure 24.54. A complete charge record steps
was explaining on certificate of charge section on this manual. After filling all the required
details user require to click on save button.

The Department of the

Registrar of Companies RoC Dashboard e Hi Thulashi

Sri Lanka

CERTIFICATE OF CHARGE CREATED BY THE COMPANY

M Notarial executed -attestad by lawyer Non notarial executed -not attested by lawyer

Deed/agreement executed *

In Sri Lanka Not in Sri Lanka

Short particulars of property charged *

Other details {to comply with Section 102)

Figure 24.54

Upon clicking on next option, User will be directed to downloading section as indicated by the
below figure 24.55. User is require to click on ‘Next’ button to navigate to upload section.
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Fill in all steps for completing the process

m
6
3
]
[}
]

DOCUMENT LIST

FORM 15

Figure 24.55

User is require to sign, scan and upload the Form 15 document on the uploading section as
depicted in Figure 24.56. Also user is require to agree on the terms mentioned in the upload
section.

The Department of the
@lﬂiﬂmdm.s ‘eRoC SR - L

Sri Lanka

FORM 15*

OTHER DOCUMENTS

| read over and understood

COURT ORDER DETAILS

Figure 24.56

Upon successful uploading of documents, user will be directed to the payment screen. Follow
the payment step and do payment successful.
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25. Annual Return of the Company (Form15A) — Guarantee Company

In order to file an Annual return for a guarantee company, the user first needs to login to the system with
his/her username and password. If the user does not have an account, he/she needs to create a new
account (Click here to create a new account) and follow the steps below. After successful login, the user
is directed to the dashboard depicted in Figure 25.1.

In order to navigate to the annual return, the applicant is required to click on the ‘Other Changes’ button
as indicated in Figure 25.1.

The Department of the
luimul Companies ‘eRoC Dashboard 9 Hi Thulashi

Sri Lanka
“ 1 NAME RESERVATION w AN f)mme regisierea comparnes are agvicea 10 sunimit requests ror //: Re-Submit
changing company names via name change method. DO NOT use name - 0
s \ REGISTRATION OF AUDITORS approval method for company name changes.
O Name Approval
Y [ REGISTRATION OF SECRETARY 35
o
& ’ REGISTER FOR SOCIETY O Name Rejected
- ALLOW MELTD PB00003175 0
2 ‘ REQUEST CERTIFIED COPIES . @
Address : 22, 2nd Lane, Koswatte Road, Nawala Name Canceled
O 0
REQUEST CERTIFIED COPIES
Q Incorporate Approval
» [ FILE SEARCH . 104
| %.« HOPELESS HOLDING Company Name Expired.
(PVT) LTD

B | cHarces Incorporate Rejected
) 0

4 l CORRESPONDENCE

Figure 25.

Sri Lanka

The Department of the
.? Registrar of Companies ‘eROC Dashboard e Hi Thulashi

! ACT NO. 7 OF 2007 (Form 12A)

° | o | m

CHANGE OF LOCATION OF THE Annual Return of A Company (Form
RECORDS AND REGISTERS (Form 15A)
14)

m —

@ o temies P

Figure 25.2
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Upon clicking on Form 15, the user will be directed to
depicted in Figure 25.3.

the Form 15A annual return screen, as

.

£

<l <] <] i€

Figure 25.3

The User needs to select Yes or No, if they file their first annual return as depicted in Figure 25.4.
Then select the date of the annual return. The date of the Annual return needs to be a past or

present date. Future dates are not acceptable.
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eflac x  +

- X
C A Notsecure | 220.247.219.173/frontend/beta/staging_v21/eroc/dashbeard/annual-return/2004082622 o fr e
.. The Department of the
@ Registrar of Companies RoC Dashboard e Hi Thulashi
o= SriLanka it 2 B o
Company Number PB00003308
Date of Incorporation 2020-04-08
Annual Return Date * 2020/10/12
10.LAST ANNUAL RETURN
Is this the first annual return 2 * No v

-Please select-

Last Annual Return Date *

= Dot
() Registrarof Companies 'eg‘,c DRC - 2020.. All rights reserved

) - _ . T:05PM
O Search for anything i i o) ~

D 425z N

Figure 25.4

The User needs to select the decision taken on the annual return i.e. as to whether it was at the

annual general meeting or a resolution in lieu thereof, and select the date of the meeting and
click the next button as depicted in Figure 25.5.

&

eflac x  +

= X
C A Notsecure | 220.247.219.173/fronten /staging_v21/eroc/dashboard/annual-return/2004082622 - % 8
.. The Department of the
nemﬂra[o[camnames ROC Dashboard e Hi Thulashi
P SriLanka s o
Postal Code * 22

14.ANNUAL GENERAL MEETING / RESOLUTION IN LIEU THEREOF

Please select an option™

. Annual General Meeting Resolution in Liue Thereof

Annual General Meeting * 2020/10/11

O Search for anything 4 Y :_' ) < ~ ) 11“,-3_:.:[330 |
Figure 25.5
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Upon clicking on the next button, the user will be directed to the Members register screen, as depicted
in Figure 25.6

Sri Lanka

mr":l'?mniu ‘eROC Dashboard e Hi Thulashi
©

4.MEMBER REGISTER

Figure 25.6

The User needs to click the ‘Add ‘ button if they want to enter and fill any members register details
relevant to the members register as depicted in Figure 25.7

4G\ The Denartment of the e

Address of place where kept

Figure 25.7
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Upon adding the members register details and clicking the next button, the user will be directed to the
record screen as depicted in Figure 25.8.

. The Department of the
%O.zzluistnmcum 'eRoC Dashboard e Hi Thulashi
Sri Lanka

ANNUAL RETURN OF THE COMPANY

O

i
3

5.RECORDS

+
]
(]

Figure 25.8

Click the ADD NEW button to add new share records and fill the relevant details and click the ‘add
button’ and select ‘next’ as depicted in Figure 25.9.

Address of place where kept

Figure 25.9
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Upon clicking the add button and selecting the next button, the user will be directed to the Directors
screen as depicted in Figure 25.10

The User is able to add new directors, by clicking on the ADD NEW button, or existing directors details
can be edited or removed.

The Department of the
@ Registrar of Companies 'eROC Dashboard 0 Hi Thulashi

Sri Lanka

7.DIRECTORS

Thuash Seva (918391711V)- Drecior

Please select Director(s) who signed the form

Thulashi Seiva

Figure 25.10

When the user tries to remove the director, the system prompts an alert message as depicted in Figure
25.11. Further, to remove the director, the user needs to select OK and the director will be removed.

i The Department of the 220.247.219.173 says
mlolcuﬂu*e s yois e you wank 1o remove this deeckor? Destboard e
© anies ~PRoC | [
. - o~
7.DIRECTORS
4 ADONEW
Thuash Seva [918391711V) - Direcior
ra
Please select Director(s) who signed the form
Thulashi Seva
Figure 25.11
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Upon clicking on the next button, the user will be directed to the Secretary Screen as depicted in Figure
25.12.

x 4= — L

C A Notsecure | 220.247.219.173/fror ging_v21/eroc/dashboard/an

> Qa v ER»yp .

The Department of the
Registrar of Companies eROC Dashboard e Hi Thulashi

Sri Lanka

8.SECRETARY / SECRETARIES

200 NEW

Please select Secretories(s) who signed the form

f) Type here to search

Figure 25.12

The User is able to add a new Secretary, by clicking on the ADD NEW button, or the details of the existing
secretary can be edited or removed. Upon clicking on the next button, the user will be directed to the
Auditors screen as depicted in Figure 25.13.

The Department of the
. “m. of m“ ‘eROC Dashboard e Hi Thulashi

Sri Lanka

ANNUAL RETURN OF THE COMPANY

9.AUDITORS

Figure 25.13
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The User is able to add a new Auditor by clicking on the ADD NEW button, or the details of the existing
auditor can be edited or removed.

Upon clicking on the next button, the user will be directed to the Shareholders screen as depicted in
Figure 25.14

7. The Department of the

©)) Registrar of Companies ‘e.,RoC

Dashboard e Hi Thulashi
Sri Lanka ~

10.EXISTING MEMBERS

If below Members are not the list of persons who on the fourteenth day from the date of the first or only general meeting in
the year, Please use next screen to add/edit current Member list

e comprnen D,

Figure 25.14

The User can click the ‘Send to edit’ button and delete the members details as depicted in Figure25.15

X +

C A Notsecure | 220.247.219.173/frontend

The Department of the 220.2
Registrar of Companies oC | whenyo

Srilanka e

10.EXISTING MEMBERS

If below Members are not the list of persons who on the fourteenth day from the cate of the first or only general meeting in
the year, Please use next screen to add/edit current Member list

e e e [

Figure 25.15
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Once the next button is clicked, the user will be directed to the Existing member Edit/Add Screen as
depicted in Figure 25.16

-

The Department of the
:gogz Registrar of Companies ’eRoC Dashboard e Hi Thulashi

SriLanka

ANNUAL RETURN OF THE COMPANY

Important:
You are required to attach current member list as an anexture along with form 154

Udera Perera Memser I |

Figure 25.16

The User can add new members by clicking on the ADD NEW button or edit or remove existing members
by clicking on the relevant buttons as depicted in Figure 25.16 above. The User can do bulk uploading of
member details. The information required for a CSV file are depicted in Figure 25.17 and click the upload

. The Department of the
©) Registrar of Companies ~e Dashboard HiThleshi
) anies ~C RoC ©
BULK EXISTING MEMBER UPLOAD m
Required Infomation for CSV file
Province, Related District and City Values for Member's Local Address
s
; v | Choos - .

Selectnd Provice Ve

—

Selectec City Vaive

Country values for Coutry and Passport issued Country fields

———'y =
button to upload a CSV file.
Figure 25.17
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Upon clicking on the next button, the User will be directed to the ‘Ceased Member’ screen as depicted in
Figure 25.18.

The Department of the
@nmum Proc

Dashboard e Hi Thutashi
Srilanka  aee

11.PERSONS WHO HAVE CEASED TO BE MEMBERS SINCE THE LAST RETURN OR IN THE CASE OF THE FIRST
RETURN, SINCE THE DATE OF INCORPORATION

please add major ceased members (maximum 15)

f there are more than 15 ceased members you need 1o Upioad the list of remaining ceased members as an additional document
(pdf format) in the document upload section.

Test Test lemte

/70

Figure 25.18

The User needs to click on the ADD New button, to add new ceased shareholders and on clicking, the
user needs to enter the shareholder’s NIC and fill the relevant details as depicted in Figure 25.19

“haNanartmant Af tha

| —-—

Add New Shareholder

I Please fill all required fields denoted by asterk(*) |
For Local Shareholder For Foreign Shareholder

| B s Pe

=3

—_— _— -_—
Figure 25.19
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Upon clicking on the next button, the user will be directed to the Charges indebtedness screen as
depicted in Figure 25.20

T The Department of the
Qhﬁmdeunia eRoC -

Sel Lanka

13.CHARGES INDEBTEDNESS

e Moksban 778 High Lo Rond Sambsiaptin = |

Figure 25.20

If the user needs to add new charges, click on THE ADD NEW button and fill the relevant details as
depicted in Figure 25.21 and click OK for the system prompt message.

(©) Rovitrar o companies ~Doc

Sl Lanka

Dashboard e Hi Thulashi
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13.CHARGES INDEBTEDNESS

Ucara Madisran 67/8 High Level Read, Sambalactiya, 3 20

Figure 25.21
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The complete charge record steps are explained in the certificate of charge section in this manual.

Upon clicking on next option, the user will be directed to the downloading section. The user is able to

download Form15A and sign, scan and upload the document in the uploading section, as depicted in
Figures 25.22,25.23.

Sri Lanka

@".‘;m’:’“."" l;.l..” ‘eROC Dashboard e Hi Thulashi

F te

ANNUAL RETURN OF THE COMPANY

DOCUMENT UIST

Figure 25.22
‘&, The Department of the
e " i '.' -.' 4 Dashboard Hi Thulashi
(©) vosera o compnies ~L'ro o
FORM 15A * m
OTHER DOCUMENTS m
| read over and understood
COURT ORDER DETAILS
Figure 25.23
KPMG in Sri Lanka — Process B — Public Interface 188

© 2020 KPMG, a Sri Lankan partnership, and a member firm of the KPMG network of independent member
firms affiliated with KPMG International Cooperative, a Swiss entity. All rights reserved.




Upon successfully uploading of the documents, the user will be directed to the payment screen. Follow
the payment steps and make the payment successfully.
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26. Alteration of Particulars of Overseas Company Form — 35

In order to file Form 35 for an overseas company, the user first needs to login to the system with his/her
username and password. If the user does not have an account, he/she needs to create a new account
(Click here to create a new account) and follow the steps below. After successful login, the user is directed

to the dashboard depicted in Figure 26.1.

In order to navigate to Form 35, the applicant is required to click on the ‘Other Changes’ button as
indicated in Figure 26.1.

The Department of the
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| | NAME RESERVATION

£’ | REGISTRATION OF AUDITORS

# | FILE SEARCH

S:;. REGISTRATION OF SECRETARY o
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. ALLOW MELTD PB00003175
. REQUEST CERTIFIED COPIES L €130 °
Address : 22, 2nd Lane, Koswatte Road, Nawala, Colombo ®
| REQUEST CERTIFIED COPIES

B | cHArGES

<4 | CORRESPONDENCE

Sri Lanka

W All ONNNE regisierea COMpanies are aavicea 10 SUDIMIt requests 1or

<4

1!

changing company names via name change method. DO NOT use name
approval method for company name changes.

<+ HOPELESS HOLDING o Mt Pl
(PVT) LTD

Figure 26.1

Re-Submit

0

Name Approval
K]

Name Rejected
0

Name Canceled

0

Incorperate Approval

104

Incorporate Rejected

0

The applicant is required to select ‘Form 35 of the company’ option depicted in Figure 26.2 to

request for Form

39, when required.
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Upon selecting Form 35, user will be navigated to the ‘Return of Alterations of Particulars of
Overseas Company’ screen as indicated by Figure 26.3. The User needs to select the alteration
type as depicted in Figure 26.3.

@:mm;?uniu ‘eROC Saskbossd e b

Sei Lanka

RETURN OF ALTERATIONS OF PARTICULARS OF OVERSEAS COMPANY

=)

Figure 26.3

If the selected alteration type is Address change, then include the details of the new address and
click next as depicted in Figure 26.4.

The Department of t
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- SriLanka _—
- =
Figure 26.4
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If the selected alteration type is director, then include the new director’s details or edit the
existing director’s details and click next as depicted in Figure 26.5.

@ The Department of the
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Figure 26.5

If the user needs to change the power of attorney, then add new power of attorney or edit the
existing power of attorney depicted in Figure26.6.

The Department of the
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KPMG - Power of sttomey hoider - Legal Persen 7

Figure 26.6

Upload the altered documents under the amended documents part and click next as depicted in
Figure 26.7. Upon clicking on the ‘Next’ button user will be navigated to the ‘Download’ sub
section screen as indicated by figure 26.8.
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Figure 26.7

Download the Form 35 from the download sub section. User is require to click on the ‘Next’
button. Upon clicking on the ‘Next’ button user will be navigated to the ‘Upload’ subsection as
indicated by the figure 26.9.
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Upon signing the forms user require to scan it and upload them as Figure 26.9. User is required
to agree on terms and conditions mentioned under the upload subsection. User is required to
click on the ‘Next’ button to proceed to the payment section.

The Department of the
Registrar of Companies ~¢ R ovons (@) i
Srilanka oameteees
© Please upload the scanned coples of memoranduny charter/statue/ article together with form 35
. e
OTHER DOCUMENTS m
ecoN

B 1 read over and understood

Figure 26.9

Upon clicking on the ‘Next’ button in the upload screen user will be navigated to the payment sub
section. Follow the payment steps and make the payment successfully.
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27.

Alteration of Particulars of Offshore Company Form —23

In order to file Form 23 for an offshore company, the user first needs to login to the system with his/her
username and password. If the user does not have an account, he/she needs to create a new account
(Click here to create a new account) and follow the steps below. After successful login, the user is directed
to the dashboard as depicted in Figure 27.1.

In order to navigate to Form 23, the applicant is required to click on the ‘Other Changes’ button as
indicated in Figure 27.1.

The Department of the
lo.‘mulconn-'u 'eRoC Dashboard 8 Hi Thulashi
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s ‘ REGISTRATION OF AUDITORS approval method for company name changes.
O Name Approval
38 | REGISTRATION OF SECRETARY &=
m Incorporation Approved
% ‘ REGISTER FOR SOCIETY o Name Rejected
ALLOW MELTD PB00003175 0
. ‘ REQUEST CERTIFIED COPIES Ls " °
Address : 22, 2nd Lane, Koswatte Road, Nawala, Col Name Canceled
, O g
REQUEST CERTIFIED COPIES
.ll=  reser
Incorporate Approval
E ] ‘ FILE SEARCH o 0 104
%.« HOPELESS HOLDING Company Name Expired
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B ‘ CHARGES Incorperate Rejected
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Figure 27.1
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The applicant is required to select ‘Form 23 of the company’ option depicted in Figure 27.2 to
request for Form 23, when required.

The Department of the
@"m"“":ﬂﬁ ‘eROC e

I B | cassonso

W | s reservanon .

e Click here to reqst

] s ey an alteration of the

1 | meosrenron socery offshore company

@ | msousT coTRuD corss

@ | russean

B | owaces Amendments or Alteration: SUBMISSION OF PROSPECTUS FOR

Particulars of an Off-Shore REGISTRATION

4 | commesFonpence (Form 23)

o it =l
@ | REGSTERED TENDERS

D | MY TENDER APPUICATIONS

¢ | s ANNUAL ACCOUNTS OF THE Others / Court Order

COMPANY
Figure 27.2
Select relevant alteration type and click next as depicted in Figure 27.3
-~ Ihe Department of the
©) m-.'hm {ROC Dashboard e H Maheshi

Sri Lanka

(=)

NOTICE OF AMENDMENTS OR ALTERATIONS OF PARTICULARS OF AN OFF-SHORE COMPANY

Figure 27.3

If you select the type ‘alteration of address’, include the new principle place of business in Sri
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Lanka and new foreign address under the company address and click next as depicted in Figure
27.4.

The Department of the
Registrar of Companies 'eRoC Dashsoard e i Mahesty

SriLanka

Current Address New Address

Figure 27.4

If the selected alteration type is director, then include the new director’s details or edit the
existing details and click next as depicted in Figure 27.5

The Department of the
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Figure 27.5
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If the user needs to change the power of attorney, then add new power of attorney or edit the
existing power of attorney as depicted in Figure 27.6

The Department of the
Registrar of Companies ~€ I -
SriLanka — ROC
NOTICE OF AMENDMENTS OR ALTERATIONS OF PARTICULARS OF AN OFF-SHORE COMPANY
=3
Figure 27.6

Upload the altered documents under the amended documents part and click next as depicted in
Figure 27.7

The Department of the
@mﬂﬂcm ‘eRoC Dashboard e H Mohesn
Srilanka  eeRsms
NOTICE OF AMENDMENTS OR ALTERATIONS OF PARTICULARS OF AN OFF-SHORE COMPANY
© Please upload only the altered documents
Figure 27.7
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Download the relevant documents and sign, scan and upload them as depicted Figures 27.7,
27.8 and click next, to make the payment successfully.

The Department of the
Registrar of Companies ‘eRoC Dashboars 0  Manests
Sri Lanka A
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Figure 27.8
The Department of the
Registrar of Companies 4 > e e Manesty
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Figure 27.9

Follow the payment steps and make the payment successfully.
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28.

Appointment of Administrator Form — 34

To file Form 34, the user needs to register as an administrator. Follow the User creation steps in section
2.3 of this manual to register as an administrator.

After successfully creating the user account for an administrator, the user needs to login using his/her
username and password. The applicant is required to select ‘Appointment of Administrator Form — 34’
option as depicted in Figure 28.1 to request for an appointment of an administrator.

The Department of the
() Registrar of Companies {Roc sroons () oo
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SWAHSHANK KEUEMP 1IUN (PV 1) LIV
v | NAME RESERVATION '
Address : 12
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Figure 28.1

The Department of the
Registrar of Companies ‘eRoC Dashboard e Hi Leonardo

SriLanka

APPOINTMENT OF ADMINISTRATOR

Fill

'y -

Figure 28.2

Click ‘add new’ button as depicted in Figure 28.3 to add a new administrator.

Figure 28.3

Fill the mandatory details of the administrator and click the ‘add’ button as depicted in Figure
28.4

Figure 28.4

Download the relevant document and sign, scan and upload it in the document uploading section.
Finally make the payment successfully.
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29.

Notice of Change of Name of Overseas company Form -37

If the name of an overseas company is changed after incorporation, then the said company must
reserve the change of name by clicking the ‘Name Change’ option (Form 37) as depicted in
Figure29.1.

The Department of the
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Figure 29.1

The applicant will be directed to the ‘Name Reservation’ option to reserve the name (proposed
name).

Note: the applicant will be allowed to type the proposed name and will only be allowed to change
the suffix of the company name and will not be allowed to change the type of the company as
depicted in Figure 29.2
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Figure 29.2

Note: Upon entering the name and selecting the appropriate suffix, the applicant can click on
the search button. The System would indicate if there are any contradictions with the rules
provided by the ROC in the ‘Name Change’ process (Rules: Whether the Name exists, whether
the name is Pronounceable etc.)

If there are no restrictions on the name entered, the applicant will be directed through the
normal ‘Name Reservation’ steps in the system to pay online and submit the application, to
reserve the proposed name (to effect the name change).

The Applicant would be directed to the ‘Name Reservation’ steps upon clicking on the ‘Proceed’
Button. The Applicant is required to fill the company name in Sinhala and Tamil and tick the
compliance statement to indicate his/her agreement to the statement. Then the system
activates the ‘Next’ button. Upon clicking on the ‘Next’ button, the system would direct the
applicant to the document upload section.

The Figure 29.3 depicts the document upload section during ‘Name Reservation’, where the
applicant will be required to upload the relevant documents pertaining to reserving the name.

8. The Department of the ‘e
i i Dashboard Hi SHAMIL
@ Reugistrar of Companies € RoC e HASHAN UDARA

Sri Lanka

Reservation Name NEW SWAGELOK (PVT) LTD (PRIVATE) LIMITED
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Other Documents
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Figure 29.3
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The mandatory documents that are required to be submitted are denoted by * mark following
the name of the document as depicted in Figure 29.3. Once the applicant fulfills the document
uploading in the ‘Next’ option depicted in Figure 29.3, it will be enabled (will change to green
color) to proceed to the next menu.

The applicant can upload any other relevant documents using the ‘Other Document’ section
depicted in Figure 29.3. The ‘UPLOAD’ option of ‘Other Documents’ will get enabled only when
the applicant types the name of the document in the area allowed next to the label ‘Other
Documents’.

Once the applicant clicks on the ‘NEXT’ option, the system will prompt a confirmation option,
prior to proceeding to the payment menu as depicted in Figure 29.4.

Are you sure?

You won't be able to revert this!

Figure 29.4

After clicking on the confirmation message, follow the payment steps and make the payment
successfully.
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