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INTRODUCTION 

The company is a business organization. It is an assembly of  various group of people. 
All are directly or indirectly interested in the management of company. They have to 
take business. The decisions are taken by discussion with related parties. The term 
meeting means To get together. 

Meaning: 

 An assembly of people for a particular purpose, especially for formal discussion 
 A situation when two or more people meet, by chance or arrangement 

Conducting of Meeting 

A company meeting should properly called  convened. Indian companies act prescribes 
certain requirements to be fulfilled by the organizers of meeting .They are also called 
essentials or legal provisions They are nine requirements set aside Under Section from 
171to187(A)of Indian Companies 

Provisions: 

1. Proper authority to call the meeting 

2. Proper notice of the meeting 

3. Quorum of the meeting 

4. Chairman of the meeting 

5. Agenda of the meeting 

6. Motions and  resolutions 

7. Sense of the meeting 

8. Adjournment of meeting and  

9. Minute of meeting 

1. Proper authority to call the meeting 
a) This meeting explains who is authorized to call a company  meeting. Its  

depends upon the nature of meeting by the company. 
b) Annual General meeting: The Board of directors of the company are 

authorized to call AGM. 
c) Extra Ordinary General meeting: The Board of director on the request of 

members have to call Extra Ordinary General Meeting. 
2. Proper notice of the meeting (U/S171)/ 

a) The company should serve the notice of the meeting to all the concerned 

parties. If notice is not served, the meeting becomes illegal. 

b) Length of notice: The General meeting must be called by a minimum 21 

days’ notice. 

c) Content of notice: Every notice of the meeting should state –place, day ,,time 

subject of the meeting.   



3. Who is entitled to notice 

a. The notice of the meeting served to the legal representatives of authority 

related to meeting. 

b. Mode of serving notice: the notice may be issued to  concerned parties in 

person or by post. 

c. Explanatory Statement: If the special subject is to be discussed in the meeting 

an explanatory statement should be given with notice. 

4. Board of Directors meeting 

a. The Length contents mode etc. Are decided according to the requirements of 

Board of meeting.  

5. Quorum of meeting(U/s174) 

 It m earns there should be certain minimum members to be present in the 

meeting .There is no maximum limit. If minimum numbers are Not present, the 

discussion cannot made. The minimum number depends upon the nature of 

meeting. 

General Meeting(174) 

 Quorum for a general meeting of public company is 5 members  Private company 

only 2 members. 

 Extra Ordinary General Meeting: It is the meeting called  by members and hence, 

general meeting requirements are applicable .  But if the quorum is not Present 

within half an hour of scheduled time the meeting is not adjourned.       

Board of Directors Meeting(287) 

 The 1/3 of total strength or minimum 2 directors of the two whichever is higher 

is the Quorum. 

 Government called Meetings: The quorum is counted by referring to the 

attendance register, by raising  of hands , counting the numbers etc. 

Chairman of the meeting 

 Every meeting of the company should have a chairman, He is the umpire of the 

meeting. He has to successfully manage the affairs of the meeting. 

Power of Chairman 

 To  decide point of order. It is the power of chair to decide wheatear  the member 

who is speaking is legally  correct and incorrect. It arise when member objects to 

the words spoken by the member meeting. 

 Adjourn the meeting to conduct the meeting smoothly 

 



Agenda of the meeting 

 Agenda is the list of subjects to be discussed in a validly called meeting. 

  Agenda should be clear and explicit 

 Given in summary form 

 Keep routine matters first and  special subject next. 

 Place similar subjects each other 

 Subject should be within the scope of meeting. 

 Copy should be given all entitled parties. 

 Copy should be given to all entitled parties. 

 Agenda copy of BOD should bear the sufficient margin to take note. 

Motion and Resolutions 

 Motions: A  motion is a proposal or proposition put before the meeting for 

discussion and decision. It is a question before meeting”. 

 A motion should be : In writing and signed by the proposer or mover the person 

who intends a discussion about the  subject 

 Define and unambiguous 

 Within the scope of meeting and notice of meeting 

 Lead to a definite decision. 

 Seconded by another person.(supported by at least one member) 

Resolution 

 According to S A Sherlekar, a resolution means  a formal decision settled by  

votes of the persons presents  an d entitled to  vote at the meeting. 

 There are 3 types resolutions 

 Ordinary resolution 

 Special resolution 

  Resolution requiring special notice 

 

 



Special resolution U/S 189(2) 

 A special  the  resolution is one the intention to propose  the same has been duly  

specified in notice proper has been duly given and passed by ¾ Majority. 

 It is clearly mentioned in the notice given by the company. 

 It is passed with ¾ majority. 75% or more  

Resolution required special notice 

 A resolution  which can  be  passed  with either  ordinary or special, majority  by 

serving a special notice. 

 A special notice  is  given by the  member to company and the company to all 

entitled parties. 

Sense of meeting 

 The motions are discussed by the members. At the end of sufficient discussion. 

The opinion of meeting is to be collected. This is known as the sense of meeting. 

 Sense of meeting means the opinion, view or attitude, intention, will of the 

meeting relating to a question before it, is ascertained by taking vote”. 

 There are various methods of ascertaining sense: 

 Acclamation of voice 

 Division 

 Ballot 

 Show of hands 

 Poll 

ACCLAMATION OF VOICE 

 The quantum of voice determines the subject. Here the    sense is ascertained by 

the members cheering or clapping or by saying yes or no. The volume of voice 

decides approval or disapproval of the proposal. 

Division 

 Here, the whole meeting is divided into subject sides. one side  which favours the 

subject and another side which opposes. 

 

 



Ballot 

 It is the democratic form of deciding the subject. The ballot papers are 

distributed to every members and asked them to mark x or v. The ballot box is 

kept separately and members are requested to vote into it. 

SHOW OF HANDS 

 In this method, members are asked to raise their hands, The members who raise 

their hands while favouring and opposing are counted separately. 

Poll 

 It is similar to ballot method but the voting rights depends  on the number of 

shares held. Each shares has one vote. it is given by Articles of Association. The 

following are empowered to  demand a poll in the meeting 

 Chairman of meeting 

 5 members in case of public company when only 7 members present 

in the meeting. 

 One member in case of private company.. 

Adjournment of meeting 

 Smooth conducting of meeting is the responsibility of chairman . The chairman 

enjoys the right of adjournment. If the conditions prevailing in the meeting  in 

the meeting are beyond control and illegal the chairman exercises this right. 

 When meeting is dissolved with the object of holding it again on some future 

date is called adjournment. 

MINUTES (RECORDS)OF THE MEETING 

 The discussion and decisions taken at the meeting are to be documented. It is 

duly of secretary to write the happenings of meeting. There are legally called 

official records or minutes of meeting. 

 The minutes as per section 193 (2) means a fair and correct summary of the 

proceedings threat  

Time to prepare 

every company has to prepare minutes within 30 days from the date of completion of 

meeting. 

Signature 

 The signature forms are an important requirement of minutes 



 Each page of minutes books should be numbered and signed. The last page be 

signed with dates. 

 Board meeting minutes is to be signed by the chairman of the same meeting or 

chairman of the subsequent. 

Chairman's power 

 Only chairman of the meeting can make any changes, addition or deletion but 

before signing it. 

Default 

 If any mistake is committed while preparing the minutes, the concern person is 

penalized with Rs.50 

 THE MINUTES 

 Form the important of the company. They can be produced court of law as 

records. 

 There is a presumption about minutes, that unless contrary is proved, the 

minutes should be the record of company. 

The minutes 

 Form the important evidence of company. They can be produced in the court of 

law as recorded. 

 There is a presumption about minutes, that unless contrary is proved, the 

minutes should be taken as the records of company.  

Types of meeting 

 Statutory general class meeting  

 statutory meeting (166) 

 Debentures holders meetings 

Statutory MEETING 

 IT is the  first meeting of the owners. It is held only once in the life span  of every 

company. A company cannot have more than 

 Such meetings as it is mandatory to companies meeting it is called statutory. 

 

 

 



Board directors meeting 

 Is of a formal meeting of an organization board members. The  board of directors 

meeting definition is a formal meeting of an organization board members . This 

meeting is usually  held at regular intervals to discuss major problems and policy 

issues within organization. 

Creditors committee meeting 

 A Creditors committee is a group of people who represent a company's creditors 

in a bankruptcy proceeding. As such a creditors committee has broad rights and 

responsibilities, including  devising are organization plan for bankrupt 

companies.  

Postal ballot, video conference and e-voting 

 The collection of member opinion is very important part   of company meeting 

and duty of chairman.  

 E-voting which is physically supervised by representatives of governmental or 

independent electoral authorities. 

Voting through electronic means 

 Voting by electronic means or electronic voting system means  a secured system 

based process of display of electronic ballots, recording of votes of the members 

and the number of votes polled in favour or against such that the entire voting 

exercised by way of electronic means gets registered and counted in an 

electronic registry in a centralized server with adequate  cyber  security. 

Use cyber security 

 Means protecting information, equipment devices, computer, computer 

resources ,  communication device and information stored therein from 

unauthorized  access, use, disclosures, disruption , modification, or destruction. 

ADVANTAGE OF E-VOTING 

 Reduction in cost and paper work 

 No need to store physical ballot papers 

 Accurate  counting of votes 

 Declaration  of results in a very short time 

 No need to verify the signature 

 



Disadvantages of e-voting 

 There are many chance of misuse of users Id and password of the shareholders  

if it is fallen into wrong hands. 

 Lack of awareness among the shareholders about the new process of e-voting 

It has to be ensured that the entire process of e-voting is not subject  to any kind of 

manipulation. 

Power of tribunals 

 The tribunals has certain power provided by v/s 98 of Indian CO. 2013 regarding 

to call the meetings of members, the detailed notifications were issued on june 

1st 2016 as follows  

 The tribunal can order a meeting of the company except annual general meeting  

A. If for any resources  it is  impractical to call a meeting 

B. Calling annual general meeting. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Chapter: 6 

Books of Accounts and Winding up of the Company 

Meaning 

 “Organization is a system of co-operative activities of two or more persons.” 
Organization is essentially a matter of relationship of man to man, job to job and 
department to department. Organization is the process of dividing up of the 
activities which are necessary to any purpose and arranging them in groups 
which are assigned to individuals.  Organization is necessary for attaining 
maximum efficiency with minimum of resources. 

There are three main types of organization structure.  

 1) Line organization 

  2) Functional organization  

 3) Line and Staff organization 

1. LINE ORGANIZATION:  

In this type of organization, authority flows from  top to bottom and responsibility flows 
from bottom to top 

ADVANTAGES 

1. Simplicity: It is easy to establish and simple to understand. The entire activities are 
broadly grouped into departments. Each departmental head having complete command 
over his department.   

2. Strong in discipline:  Due to unity of command and unified control it is possible to 
maintain strict discipline. The duties and responsibilities of each individual are clearly 
defined.   

3. Unity of command :  It establishes clear cut superior subordinate relationships. Each 
subordinate is responsible to only one superior. This develops a sense of responsibility 
and loyalty.  

DISADVANTAGES 

1. Undue reliance :  Loss of one or two capable men may put the organization in 
difficulties.   

2. Personal limitations :  In this type of organization an individual executive cannot do 
justice to all different activities, because cannot be specialized in all trades.  

3. Overload of work :  Departmental heads are overloaded with various routine jobs 
hence they can not spend time for important managerial functions like planning, 
development, budgeting etc.  



 

2)  FUNCTIONAL ORGANIZATION 

 The main feature of functional organization is the division of work and specialization. 
In each department, there is one expert.  An expert is   not   only   a   counsellor   but   
also   an administrator. He advices his subordinates. An Expert does not only bear 
responsibility of    his    department    but    also    bear responsibility of all departments. 

ADVANTAGES 

1. Separation of work  :  In functional organization mental work has been separated 
from routine work. Specialized and skilled supervisory attention is given to workers. 
The result is increase in rate of production and improved quality of work.   

2. Ease of selection and training : Functional organization is based upon expert 
knowledge. The availability of guidance through experts make is possible to train the 
workers properly in comparatively sort span of time.   

3. It helps in mass production by standardization and specialization.  

DISADVANTAGES 

1. Indiscipline:  Since the workers receive instructions from number of specialists it 
leads to confusion to which they should follow 

   2. Shifting of Responsibility :  It is difficult fro the top management to locate 
responsibility for the satisfactory work. Everybody tries to shift responsibilities on 
others for the faults and failures.   

3. Increase in Cost : High salary is paid to the experts employed. This increases the total 
cost of the job.  

 

 



3) LINE AND STAFF ORGANIZATION 

Line and staff organization is that in which the line heads are assisted by specialist staff. 
In each department, there is one expert and some line personnel's / line officials. Line 
official will do all managerial work and expert will give advice to line official or line 
personnel. 

ADVANATGES 

1. Planned Specialization  : The line and staff is a duplex organization, dividing the 
whole work into creative plan and action plan. The creative plan is concerned with 
original thinking and the action plan takes care of the execution of work.    

2. Availability of specialized knowledge  : The staff with expert knowledge provides 
opportunities to the line officers for adopting rational multidimensional views towards 
a problem. Therefore it helps to take sound decisions.   

 3. Adaptability to progressive business. This type of organization contains good 
features of both line as well as functional organization. Specialized staff can devoted 
their time for planning, method study research, collection of data etc.,  

DISADVANTAGES 

1. Chances of Misinterpretation  : Although the expert’s advice is available, yet it reaches 
the workers through line supervisors. The line officers may fail to understand the 
meaning of advice and there is always a risk of misunderstanding and 
misinterpretation. 

2. Expensive: The overhead cost of the product increases because of high salaried 
specialized staff.   

3. Loss of initiative by line executives: If is they start depending too much on staff may 
lose their initiative drive and ingenuity.     

 



 

 

 

DEPARTMENTALIZATION 

Departmentalization is the process of breaking down an enterprise into various 
departments. How jobs are grouped together is called departmentalization. A 
Department is an organization unit that is headed by a manager who is responsible for 
its activities. Depart mentation and Division of labour are same things. However 
technically both are different. Both emphasize on the use of the specialized knowledge, 



but defragmentation has higher management level strategic considerations while the 
division of labour has a lower level operating considerations.  

Types / Methods/Basis of Departmentalization   

  There are five common forms of departmentalization   

(1) Functional Departmentalization  

(2) Geographical Departmentalization  

(3) Product Departmentalization  

(4) Process Departmentalization  

(5) Customer Departmentalization  

FUNCTIONAL DEPARTMENTALIZATION 

FUNCTIONAL DEPARTMENTALIZATION   

 It groups jobs according to function.   
 Functional departmentalization defines departments by the functions each one 

performs such as accounting or purchasing. Every Organization must perform 
certain jobs in order to do its work. For example, Manufacturing, Production,  R & 
D, Purchasing etc. Same kinds of jobs are grouped together in departments. This 
kind of departmentalization includes persons with same knowledge or skills 
(like Accounting Department having persons of commerce, Marketing 
Department having MBA persons). As in department people with same skill and 
knowledge are there. Their focus becomes narrow and they cannot appreciate 
each other’s work in the same department.  

Advantages 

Efficiencies from putting together similar specialist and people with common skills, 
knowledge, and orientations. · In-depth specialization.  Co-ordination within functional 
area 

Limitations 

 Poor communication across functional areas 
 Limited view of organizational goals 

GEOGRAPHICAL DEPARTMENTALIZATION   

It groups jobs according to geographic region.   

 Geographical departmentalization is an arrangement of departments according 
to geographic area or territory. It divides works well for international business. 
Geographical Departmentalization is beneficial when Organization are spread 
over a wide area. Even each part or areas have different requirement or 
interests.  For example, marketing a product in Western Europe may have 
different requirements than marketing the same product in Southeast Asia. 
Market area is broken up into sales territories like Northern, Southern, West, 



East. The Salesman appointed for each territory report to their regional or 
territorial manager. These manager again reports to the sales manager who is 
head of the sales department 

 


