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1. Local company Strike Off 
Strike Off of local company can be requested by Directors/Secretaries and through correspondence 

module. 

Strike off request (Directors/Secretaries) 

User is required to select ‘Strike Off’ option depicted as shown in the Figure 1.1. 

 

Figure 1.1 

After clicking the strike off option of a company, user can view the Name of the company, Registration 

number, name of the company, the current updated list of shareholders and directors list as depicted 

in Figure 1.2. User can add, delete and edit the details provided for shareholders and directors.  

 

 Figure 1.2. 

After clicking the next option user will be directed to the download screen which contains document 

(Affidavit) to be downloaded along with the instruction as a banner of “Each director and non-director 

shareholder have to submit affidavit separately” as depicted in Figure 1.3 and click next to proceed 

Click here to request 

strike off 

Click here to Add new 

directors 
Click here edit details 

of directors 

Click here delete 

directors 

Click here to Add new 

share holders 
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further. 

 

 Figure 1.3 

After clicking the next button user can download the document and fill the necessary data and then 

upload it as shown in the Figure 1.4. User can upload multiple other documents. 

 

 

Figure 1.4 

After clicking the SUBMIT button, there is a success message displayed as depicted in Figure 1.5 

 

Click here to proceed 

Click here to download 

Click here to upload 

additional 

documents  

Click here to 

proceed forward  

Click here enter the 

caption of the 

document  

Click here to view 

uploaded file  

Click here to delete 

uploaded file  
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Figure 1.5 

 

Upon clicking the OK button, the user will be directed to the dashboard where the user can view the 

status of the Strike Off application which has been submitted as shown as Figure 1.6 

 

Figure 1.6 

When the Strike Off application is approved, the dashboard will be updated as shown in Figure 1.7. 

Status of the 

application is 

shown here  

Click here to 

proceed forward  
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 Figure 1.7. 
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2. Overseas Strike Off 

Once an overseas company is successfully incorporated, in the dashboard, the  

button will appear as depicted in the following figure 2.1. 

 

Figure 2.1 

Upon clicking on the  button, system will direct the user to the Overseas 

– Strike – Off screen as shown in figure 2.2.  

 

Figure 2.2 

Click here to start 

the strike off 
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User can then fill out the “Company details” section, of the overseas strike off process, as 

shown in the below figure 2.3 & figure 2.4. 

 

Figure 2.3 

 

User can select a name from the dropdown by clicking on the relevant name of a Director/ 

Power of Attorney holder as depicted in the below figure 2.4. 

 

Figure 2.4 

Upon clicking on the NEXT button, user will be directed to the Download documents screen, 

as shown in figure 2.5. 

Type the incorporated 

country name 

Click here to select date 

from the calendar 

Click on the relevant 

signing party  

Select a name from 

the dropdown  

Click here to 

proceed forward  
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Figure 2.5 

As clicking on the NEXT button to proceed forward, user will be directed to the Upload 

Documents screen as depicted in figure 2.6. User can upload documents by clicking the 

“Upload” button and selecting the relevant document to upload.  

 

Figure 2.6 

Click here to 

download Form 38 

Click NEXT to 

proceed forward  

Click here to upload 

Form 38  

Click here to upload 

Other Documents 
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Figure 2.7 

 

User can upload multiple documents under other documents. Furthermore user can enter a 

document name to other documents in the text box provided as depicted in figure 2.7. User 

will be directed to the Payments screen as in figure 2.8, upon clicking on the NEXT button 

from the download documents screen. 

 

Figure 2.8 

Click here to view 

uploaded file  

Click here to Delete 

uploaded file  

Click NEXT to 

proceed forward  

Click here to 

proceed to the 

payment gateway  
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When clicked on the Complete/ PAY button, a prompt message as in figure 2.9 will appear. 

Upon responding to that message by clicking “Confirm and Continue payment”, user will be 

directed to the payment gateway to proceed with the payment process. 

 

 

Figure 2.9 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click here to confirm 

payment and proceed 

forward with card 

details 
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3. Offshore Strike Off 

Once an Offshore company is successfully incorporated, in the dashboard, the  

button will appear as depicted in the following figure 3.1. 

 

Figure 3.1 

Upon clicking on the  button, system will direct the user to the Offshore – 

Strike – Off screen as shown in figure 3.2.  

Figure 3.2 

User can then fill out the “Company details” section, of the Offshore strike off process, as 

shown in the below figure 3.3 & figure 3.4. 

Click here to start 

the strike off 
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Figure 3.3 

 

User can select a name from the dropdown by clicking on the relevant name of a Director/ 

Power of Attorney holder as depicted in the below figure 3.4. 

 

Figure 3.4 

Upon clicking on the NEXT button, user will be directed to the Download documents screen, 

as shown in figure 3.5. 

Click on the relevant 

signing party  

Type the incorporated 

country name 

Click here to select date 

from the calendar 

Select a name from 

the dropdown  

Click here to 

proceed forward  
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Figure 3.5 

As clicking on the NEXT button to proceed forward, user will be directed to the Upload 

Documents screen as depicted in figure 3.6. User can upload documents by clicking the 

“Upload” button and selecting the relevant document to upload.  

 

Figure 3.6 

Click here to 

download Form 24 

Click NEXT to 

proceed forward  

Click here to upload 

Form 24 

Click here to upload 

Other Documents 
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Figure 3.7 

 

User can upload multiple documents under other documents. Furthermore user can enter a 

document name to other documents in the text box provided as depicted in figure 3.7. User 

will be directed to the Payments screen as in figure 3.8, upon clicking on the NEXT button 

from the download documents screen. 

 

Figure 3.8 

Click here to view 

uploaded file  

Click here to delete 

uploaded file  

Click NEXT to 

proceed forward  

Click here to 

proceed to the 

payment gateway  
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When clicked on the Complete/ PAY button, a prompt message as in figure 3.9 will appear. 

Upon responding to that message by clicking “Confirm and Continue payment”, user will be 

directed to the payment gateway to proceed with the payment process. 

 

 

Figure 3.9 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click here to confirm 

payment and 

proceed forward 
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4. Society Strike Off 
Strike Off for society can be requested by President, Secretary, Treasurer and other office bearers 

who have submitted affidavit , ROC staff and through correspondence module. 

For the society President, Secretary, Treasurer and office bearers (Submitted affidavit) to strike off 

the society, user is required to select ‘Strike Off’ option depicted as shown in the Figure 4.1. 

 

Figure 4.1 

After clicking the strike off option of a society, user can view the Name of the company, Registration 

number as depicted in Figure 4.2. User needs to select the relevant sub section from the drop down. 

 

 Figure 4.2. 

 

 

Click here to request 

strike off 

Click here select the 

sub section 
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Next user needs to select the president, secretary, treasurer who will be signing the  Strike off 

request form as depicted in Figure 4.3 and user has to click next to proceed. 

 

 Figure 4.3 

After clicking the next button, an alert message will be prompted as depicted in Figure 4.4. User has 

to click ok to proceed further. 

  

 Figure 4.4 

After clicking the ok option, user will be directed to the download screen which has strike off 

application to be downloaded as shown in Figure 4.5.   

Click here to proceed 

the process 

Click here to next 

process 

Click here to stop 

proceeding 
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Figure 4.5 

 

User will be able to download the document, sign the form then to upload it as shown in the Figure 

4.6. User can upload multiple other documents along with the captions. 

 

 

Figure 4.6 

 

Upon clicking on the COMPLETE button, user will be displayed with an alert message as 

depicted in Figure 4.7 and user has to click Ok to proceed further.  

Click here to download 

the strike off 

document   

Uploaded application 

document  is shown here 

Click here to upload 

additional 

documents  

Click here to 

proceed forward  

Click here to 

proceed forward  

Click here enter the 

caption of the 

document  

Click here to view 

uploaded file  

Click here to delete 

uploaded file  
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Figure 4.7 

Upon clicking the OK button, the user will be directed to the success message as depicted in Figure 

4.8 

 

Figure 4.8 

 

Upon clicking the OK button, the user will be directed to the dashboard where the user can 

view the status of the Strike Off application which has been submitted shown as Figure 4.9 

Click here to 

proceed 

forward  

Click here to 

proceed forward  
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Figure 4.9 

 

When the Strike Off application is approved, the dashboard will be updated as shown in 

Figure 4.10. 

 

 Figure 4.10 

 

 

 

  

Status of the 

application is 

shown here  

Status of the 

application is 

shown here  
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5. Auditor Delisting 
The registered auditors (person, firm) will be displayed in the dashboard upon clicking the button of 

“Registration of auditors” in the left side as shown in the figure 5.1. 

 

Figure 5.1 

User can click on the “Auditor delisting” button to initiate the process of auditor delisting as 

shown in figure 5.2.  

 

Figure 5.2 

User will be directed to the screen shown in figure 5.3 and user can then fill out the “Auditor 

details” which are provided in the below screen.  

Click here to view the 

registered auditors 

Click here to initiate 

the process 
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Figure 5.3 

 

User can accept the condition provided in the figure 5.4 by ticking and then click the next 

button to proceed further. 

 

Figure 5.4 

Upon clicking on the NEXT button, user will be directed to the Download documents screen, 

as shown in figure 5.5 where the user can download the auditor delisting form. 

Enter the reason for 

delisting   

Tick the condition 

Click here to 

proceed forward  
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Figure 5.5 

Upon clicking on the NEXT button, user will be directed to the Upload Documents screen as 

depicted in figure 5.6. User can scan and upload the relevant downloaded documents by 

clicking the “Upload” button with the required signatures. User can upload multiple other 

additional documents under the other documents section with the relevant caption to the 

other documents. 

  

Click here to 

download auditor 

delisting form 

Click NEXT to 

proceed forward  
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Figure 5.6 

User can view and delete the uploaded documents as shown in figure 5.7 and the user can 

click on the complete button to proceed further. 

 

Figure 5.7 

  

Click here to upload auditor 

delisting form  

Click here to upload 

Other Documents 

Click here to view 

uploaded file  

Click here to Delete 

uploaded file  

Click NEXT to 

proceed forward  

Click here enter the 

caption of the 

document  
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Upon clicking the complete button, user will be prompted a successful message as shown in 

the figure 5.8.  

 

Figure 5.8 

Upon clicking the OK button, the user will be directed to the dashboard where the user can 

view the status of the auditor delisting application which has been submitted. 

 

Figure 5.9 

When the auditor delisting application is approved, the dashboard will be updated as shown 

in figure 5.10. 

Status of the 

application is 

shown here  
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Figure 5.10 

 

 

 

 

 

 

 

 

 

 

 

 

  

Status of the 

application is 

shown here  
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6. Secretary Delisting 
The registered secretaries (person, firm, pvt ltd) will be displayed in the dashboard upon clicking the 

button of “Registration of secretary” in the left side as shown in the figure 6.1. 

 

Figure 6.1 

User can click on the “Secretary delisting” button to initiate the process of secretary delisting 

as shown in figure 6.2.  

 

 

Figure 6.2 

User will be directed to the screen shown in figure 6.3 and user can then fill out the 

“Secretary details” which are provided in the below screen.  

Click here to view the 

registered secretary 

Click here to initiate 

the process 
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Figure 6.3 

 

User can accept the condition provided in the figure 6.4 by ticking and then click the next 

button to proceed further. 

 

Figure 6.4 

Upon clicking on the NEXT button, user will be directed to the Download documents screen, 

as shown in figure 6.5 where the user can download the secretary delisting form. 

Enter the reason for 

delisting   

Tick the condition 

Click here to 

proceed forward  
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Figure 6.5 

Upon clicking on the NEXT button, user will be directed to the Upload Documents screen as 

depicted in figure 6.6. User can scan and upload the relevant downloaded documents by 

clicking the “Upload” button with the required signatures. User can upload multiple other 

additional documents under the other documents section with the relevant caption to the 

other documents. 

  

Click here to 

download secretary 

delisting form 

Click NEXT to 

proceed forward  
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Figure 6.6 

User can view and delete the uploaded documents as shown in figure 6.7 and the user can 

click on the complete button to proceed further. 

 

Figure 6.7 

  

Click here to upload secretary 

delisting form  

Click here to upload 

Other Documents 

Click here to view 

uploaded file  

Click here to Delete 

uploaded file  

Click NEXT to 

proceed forward  

Click here enter the 

caption of the 

document  
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Upon clicking the complete button, user will be prompted a successful message as shown in 

the figure 6.8.  

 

Figure 6.8 

Upon clicking the OK button, the user will be directed to the dashboard where the user can 

view the status of the secretary delisting application which has been submitted. 

 

Figure 6.9 

When the secretary delisting application is approved, the dashboard will be updated as 

shown in figure 6.10. 

Status of the 

application is 

shown here  
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Figure 6.10 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Status of the 

application is 

shown here  
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7. Court Order/Final court order 

There are two ways to make a request for others/ Court Order.  

a. Path one 
Once a company is successfully incorporated, user can liquidate the company by clicking the 

on the liquidation button as depicted below in figure 7.1.  

 

Figure 7.1 

Upon clicking the liquidation button, the following screen will load (Figure 7.2). User can click 

on the any type of methods to initiate the Court Order/final court order process.  

Figure 7.2 

Click here to 

start 

Click here to 

start 
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The forms and processes relevant to the selected processes will be listed as shown in the 

figure 7.3. 

 

Figure 7.3 

User can click on the “Add” button next to the relevant process to initiate them as shown in figure 

7.4. 

 

Figure 7.4 

Upon clicking the add button, following screen will be shown to the user as depicted in figure 

7.5. 

Click here to 

initiate 

Click here to 

initiate 
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Figure 7.5 

Upon clicking the create new button, user will be directed to the screen shown in figure 7.6. 

 

Figure 7.6 

Once clicked on the “NEXT” button, user will be directed to the “Upload documents” screen 

as depicted in figure 7.7.  

Click here to go to the 

next screen  

Click here to submit the court 

order/final court order All the submitted court 

orders/final court orders 

will be shown along with 

the status 
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Figure 7.7 

User should type a name for the document first and then upload a document. Upon entering 

a name, user can upload necessary documents to the system. Uploaded documents with the 

document names will be shown as depicted in figure 7.8. 

 

Figure 7.8 

Once clicked on the NEXT button to proceed forward, user will be directed to the Payments 

screen as depicted in figure 7.9. Main documents will be charged. 

Type a name for the document before 

uploading the document  

Click NEXT to 

proceed forward  

Click here to upload the document  

Click here to proceed further  
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Figure 7.9 

When clicked on either one of the “PAY VIA PAYCORP / PAY VIA BANK OF CEYLON” buttons, a 

prompt message as in figure 7.10 will appear.  

 

Figure 7.10 

Upon responding to that message by clicking “Confirm and Continue payment”, user will be 

directed to the payment gateway to proceed with the payment process. 

Once the user successfully completes the payment process, a success message as depicted in 

figure 7.11 will appear.  

Click here to 

proceed to the 

payment gateway  

 

Click here to confirm 

payment and 

proceed forward 

Click here to 

proceed to the 

payment gateway  
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Figure 7.11 

When the payment is successfully completed, the request will be sent to ROC for approval. 

Final court order process is also same as the above. 

 

b. Path two 
 

User can select “Court Order/ Others” by clicking on the menu item “Court Order/ Others” 

from the dashboard menu as depicted in Figure 7.12. 

 

Click here to print 

receipt 
Click here to go back 

to dashboard 
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Figure 7.12 

 

System will load the “All submitted Court Order/ Others” screen as depicted below in figure 

7.13 upon clicking on “Court Order/ Others” button from the menu. 

System will display all the available “Court order/Others” requests in this screen (figure 7.13). 

Already submitted processing requests will be shown with the status “Request Processing”.  

User can continue with submitting incomplete requests upon clicking “Continue” button. User 

can delete the requests by clicking “Delete” button.  

 

 

  

 

 

 

 

Click here to proceed to “All submitted 

Court Order/ Others” screen 
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Figure 7.13 

User can proceed to “Submit Court Order/ Others” screen as depicted in figure 7.14, upon 

clicking on “Create New” button from figure 7.13. 

 

 

Figure 7.14 

Once the user enters a company name or a company registration number to search for, user 

can click on the “Search” button. 

Once the user clicks on “Search”, available search results will be displayed as depicted in 

figure 7.15. 

Click here to Continue 

with the request Click here to Delete 

the request 

Click here to continue to 

“Submit Court Order/ 

Others” screen 

Enter a company 

registration number to 

search  

Enter a Company name 

to search 

Click here to 

search  
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Figure 7.15 

 

Once user clicks on “Create” button from figure 7.15, user will have to follow the same process 

explained in Path one. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click here to proceed  
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8. Correspondence 
Correspondences can be submitted in regards of company strike off, society strike off, auditor delisting 

and secretary delisting by clicking the correspondence menu as shown in the figure 8.1. 

 

Figure 8.1 

All the correspondences submitted by the user will be shown in the table as shown in figure 

8.2. The user can search the submitted correspondence from the category of company, 

society, auditor and secretary or by the relevant incorporation/registration number or by the 

name of the entity.  

Once the relevant details are entered by the user, user can click on the search button to filter 

the record as per the details provided. 

The user can click on the “Create new” button to submit a new correspondence as shown in 

figure 8.2. 

Click here to start 
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Figure 8.2 

User will be directed to the screen shown in figure 1.3 upon clicking the create new button 

and user can then search the entity based on the category, registration number and name as 

mentioned above. Once the relevant details are entered by the user, user can click on the 

search button to filter the record as per the details provided. 

 

 

Figure 8.3 

Upon clicking the search button, the record with the relevant details will be displayed as 

shown in figure 8.4. User can click on submit new button to proceed further.  

Submitted 

correspondences are 

shown here 

Select the category from 

the dropdown 

Enter the registration 

number  

Enter the name of the 

entity  

Click here to submit the 

new correspondence  

Select the category from 

the dropdown 

Enter the registration 

number  
Enter the name of the 

entity  

Click the search button to 

search the entity 
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Figure 8.4 

Upon clicking on submit new button, user will be directed to the below screen, as shown in 

figure 8.5 where the user can enter the requested details. The purpose of the correspondence 

will be listed in the drop down.  

The strike off (company, society) /delisting (auditor, secretary) request can be sent to ROC via 

correspondence module. If an auditor is selected to submit the correspondence then the 

purpose of correspondence dropdown will have the Delisting of auditors as a reason. Based 

on the entity selected the purpose for the correspondence provided in the dropdown will 

change.  

 If the option other is selected, user has to enter the purpose as shown in figure 8.6. 

Click here to 

procced further  
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Figure 8.5 

 

 

Figure 8.6 

 The user has to click on the next button as shown in the figure 8.6 to proceed further.  

Click NEXT to 

proceed forward  
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Then the user will be directed to the below screen to fill the details regarding the message 

as shown in figure 8.7. 

 

Figure 8.7 

User has to click on the next button to proceed further as shown in figure 8.8. 

 

Figure 8.8 

 

 

  

Enter the message 

here 
Enter the subject 

here  

Click here to 

proceed further 
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User can upload any number of documents with the caption as shown in figure 8.9. 

 

Figure 8.9 

User can view and delete the uploaded documents as shown in figure 8.10 and the user can 

click on the complete button to proceed further. 

 

Figure 8.10 

 

  

Click here to view 

uploaded file  

Click here to Delete 

uploaded file  

Click complete to 

proceed forward  

Click here to upload 

a document   

Enter the caption of 

the document here  
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Upon clicking the complete button, user will be prompted a successful message as shown in 

the figure 8.11.  

 

Figure 8.11 

Upon clicking the OK button, the user will be directed to the dashboard where the user can 

view the status of the correspondence application which has been submitted. 

 

Figure 8.11 

 

Status of the 

application is 

shown here  
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9. Re-instating the de-registered entities 
 

Once a company /society is successfully de-registered (Struck off/Liquidated), user can re-

instate them by submitting the court order. User has to click the court order /others for 

companies menu to submit the court order for companies and the court order /others for 

society menu to submit the court order for society. 

Figure 9.1 

Then the user has to follow the steps indicated in the court order process but the user has to select 

the purpose of the court order as “re-instating” as shown in figure 9.2. 

Click here to start to re-

instate companies 

Click here to start to 

re-instate societies 
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Figure 9.2 

Then the user has to follow the same processes illustrated in court order/final court order process to 

submit the application. 

Once the re-instate application is approved by the ROC officers, the status will be shown as depicted 

in figure 9.3.  

 

Figure 9.3. 

 

 

Status is 

shown here 
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10. Certified Copies for de-registered entities 
Once a company is de-registered, user can request for certified copies of the documents. 

Once the user clicks on “Request Certified Copies” from the menu as depicted in figure 10.1, 

user will be navigated to the “Get Certified Copies” screen. 

 

 

Figure 10.1 

Once clicked on “Request Certified Copies”, system will load the “Get Certified Copies” screen 

as shown in figure 10.2. 

 

Figure 10.2 

Click here to go to certified 

copies process for 

companies 

Click here to proceed further  

Enter the company 

registration number here  

Enter the company name 

here  

Click here to search  

Click here to go to certified 

copies process for societies 
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User can search the company via company registration number and company name. Upon 

clicking the search button, the results will be displayed based on the entered information.   

Upon clicking the request for certified copies button, user will be directed to the below screen 

as shown in figure 10.3. 

 

Figure 10.3 

Once clicked on the “NEXT” button, user will be directed to the “Upload documents” screen 

as depicted in figure 10.4.  

 

Figure 10.4 

Click here to go to the 

next screen  

Type a name for the document before 

clicking upload 

Click here to upload any document 
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User should type a name for the document first, to upload a document. If user does not type 

a document name first, UPLOAD button will not be active.  

Upon entering a name, user can upload necessary documents to the system. Uploaded 

documents with the name will be shown as depicted in figure 10.5. 

 

Figure 10.5 

Once clicked on the submit button to proceed forward, user will be directed to the screen as 

depicted in figure 10.6 where the successful submission prompt message will be displayed.  

User has to click on the OK button to proceed further to the dashboard. 

 

Figure 10.6 

Click NEXT to 

proceed forward  

Click here to view 

the uploaded 

documents   

Click here to delete 

the uploaded 

documents   

Click here accept 

the declaration   

Click here to proceed 
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The status will be displayed in the dashboard upon searching the specific company by clicking 

the request for certified copies menu as in figure 10.7.  

 

Figure 10.7 

 Upon the approval of the above request by the ROC officers, the status will change as shown in 

figure 10.8. 

 

Figure 10.8 

Upon clicking the get certified copies, below screen as shown in figures 10.9 & 10.10 will be 

displayed.  

Status is shown here 

Click here to proceed 

further 
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Figure 10.9  

User can select the delivery options as shown in figure 10.10. 

 

 

Figure 10.10 

All submitted paid forms will be shown here 

Click here select the 

delivery options 

User can enter the number of copies 

required per form here 

Click here to do the 

payment 
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User can click on the start paying button and do the payment. Upon the payment made is successful 

below message will be prompted as shown in figure 10.11. 

 

Figure 10.11 

Same steps illustrated in obtaining the certified copies for companies can be followed for 

societies upon clicking the “Request for certified copies (Societies)” in the right hand side 

menu of the dashboard.  

Click here to 

view/print the 

receipt 


