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1. Introduction

The Secretary Registration option in the eROC system facilitates online registration of Secretaries. The

individuals, firms or private limited companies can register as Secretary by selecting the appropriate
options depicted in figure 1.1
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Figure 1.1

2. Secretary Registration (Individual)

In this guide registration of an individual who wish to register as a Secretary at ROC has been elaborated.
In this process an individual who wish to register as a secretary will have to click on the ‘Register as a
Person’ option to commence the registration process. Upon clicking the ‘Register as a Person’ option the
applicant will be requested to enter the NIC number in the next menu as depicted in figure 1.2
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Upon entering the NIC number the applicant has to click on the ‘CONTINUE’ option to proceed. In the
following menu the applicant is required to enter the personal details as depicted in figure 1.3
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In addition to the personal details the business details also can be entered as depicted in figure 1.3 (a)
Note:

Already registered secretaries will be required to enter the registration number after choosing the
option ‘Yes’ for the question ‘Are you an existing registered secretary in ROC?’, Further, the applicant
will be required to enter the certificate number in the below box.

3. Secretary Registration (Firm)
Registration of a firm as secretary requires the firm’s details to be entered as depicted in figure 1.3 (b).

Figure 1.3 (b)

The qualification section requires the partners of the firm to be added, and adding partner option is
depicted in figure 1.3 (c)

Figure 1.3 (C)

Note: Only, individuals registered as secretaries in the ROC can be registered as partners of the firm for
the purpose of registration.




4. Secretary Registration (Private Limited Company)

Similar to registration of a firm as secretary, registering a private limited company as a secretary
company requires the company’s details to be entered. Instead of partners, for a private limited
company director’s details have to be entered as depicted in figure 1.3 (D).

Note: At least one registered secretary should be available among the set of directors of the private
limited company which is being registered as the secretary (Private Limited Company)
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Figure 1.3 (D)

5. Qualifications

Upon completing the first page of the form the applicant can continue to the next page by clicking the
‘Next’ option.

In the following menu the applicant is required to enter the qualification details as depicted in figure 1.4
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Upon entering the qualification details the applicant has to click on the ‘Next’ option to proceed.

Note: If the applicant select ‘Yes’ as the answer for the question “Have you been adjudged by a
competent court to be of unsound mind?”, then, the system does not allow the applicant to proceed
further with the application. Also, if the applicant selects ‘Yes’ as an answer and also checks the option
‘Appeal’ for the question, “Have you been convicted by any competent court in Sri Lanka / Overseas?”
then again the system will not allow the applicant to proceed further beyond the ‘Qualifications’
section.

In the following menu the applicant is required to download the forms related to Secretary registration
(individual/Firm/Private Limited Company) as depicted in figure 1.5 which will be downloaded with the
information filled in the previous menu.
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Figure 1.5

Once the downloading of the application is completed, the applicant is required to obtain hard copy of
the form and place the signature. Once the signature is placed by the applicant the hard copy needs to
be scanned and uploaded using the ‘Upload’ option. The certificates pertaining to the professional
qualifications, Education qualifications, Application form and Work Experience entered by the applicant
are required to be scanned and uploaded to the system using the ‘Upload’ option located below the
‘Upload’ option of the application form. The description of the certificate of all qualification can be
entered in the space provided next to the professional certificates label. Multiple uploads are possible
for the professional qualification section and the applicant has to click on the ‘Upload’ option once a
particular certificate is uploaded to upload the next available certificate as depicted in figure 1.6.
Applicants can view the uploaded documents by clicking the ‘View’ option depicted in figure 1.6 and also
the ‘Delete’ option can be used to delete an uploaded document.
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Figure 1.6

Upon successfully uploading the application and the certificates the applicant will be directed to the
payment section by clicking the ‘Next’ option available in the bottom of the upload documents menu.

The applicant is required to click on the ‘PAY’ option to commence the online payment processing for
registration of an auditor as depicted in figure 1.7.
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Figure 1.7

Upon the applicant clicking on the ‘PAY’ option, the applicant will be prompted the message depicted in
figure 1.8.
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ARE YOU SURE WANT TO PROCEED FURTHER?

If yes, you will not be able to revert back.

YES NO

Figure 1.8

Once the applicant clicks on the ‘Yes’ option on the message described in figure 1.8, the applicant will be
prompted to select the credit card for online payment processing as depicted in figure 1.9.

Terms and Conditions.

- Refunds that will be made due to service not delivered/cancelied, will be made to original credit/debit card or device.
= Convenience fee charged for the financial services provided through Lanka Gate initiative is not refundable.
= All the payment related information will be collected and kept with the relevant banks while the rest of the user information that had been collected here is for the use of Lanka Gate.
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Figure 1.9

Upon clicking on the ‘Proceed’ option the applicant will be directed to the menu depicted in figure 1.10
to commence online payment.
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Figure 1.10

The applicant is required to click on the ‘Pay Now’ option to enter the card details to effect the online
payment pertaining to registration of auditor as depicted in figure 1.11.
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Figure 1.11
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Upon successful online payment the system will prompt the following menu to the applicant to print the
receipt pertaining to the payment as depicted in figure 1.12.
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Figure 1.12

The applicant can view and print the receipt by clicking on the ‘Print Receipt’ option shown in the above
image (Figure 1.12).

The applicant will be directed back to the dashboard upon clicking on the ‘Back to Dashboard’ option.

6. Secretary — Resubmission

A Secretary Registration application could be sent back by the ROC officer perusing the application if
there are shortcomings in the application. Once an application is resubmitted by the ROC officer, the
applicant’s dashboard would indicate the said application as ‘Secretary Request to Re-Submit’ as
depicted in figure 1.13.
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Figure 1.13
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Upon clicking on the ‘Secretary Request to Re-Submit’ option the applicant will be directed to view the
comments of the ROC officer as depicted in figure 1.14.
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Figure 1.14

The applicant can proceed to make the necessary corrections by clicking on the ‘Continue Resubmission’
option. Suppose the ROC officer has requested the forms / certificates / working history uploaded in the
application, to be resubmitted, then the applicant will be requested to resubmit the forms / certificates
/ working history as depicted in figure 1.15.
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Figure 1.15
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Note:

The ‘Submit’ option will not be enabled till all the requested documents are uploaded by the applicant
during the resubmission process as depicted in figure 1.15. Once all the required documents are
uploaded by the applicant the ‘Submit’ option will be enabled for submission (Resubmission) as depicted
in figure 1.16.
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Figure 1.16

Once the record is approved by the ROC officer the applicant’s dashboard will indicate the status of the
application as ‘Secretary Approved’ as depicted in figure 1.17.
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Figure 1.17

Note:
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Though only ‘Individual’ example is depicted in the Resubmission related diagrams, the process of
resubmission is the same for ‘FIRM’ and ‘PRIVATE LIMITED COMPANY’
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