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BRIEF BACKGROUND

º In order to bring harmony and unity between the

secretarial practices adopted by the corporates, a need

was felt to develop integration of secretarial practices ;



BRIEF BACKGROUND (CONT .)

º In need of the same, the Institute of

Company Secretaries of India (the

ICSI) constituted Secretarial

Standards Board (Board) for

formulating Secretarial Standards

(SS) in the year 2000-2001.



BRIEF BACKGROUND (CONT .)

Reviewing and 
updating the 

Secretarial Standards/ 
Guidance Notes at 
periodic intervals. 

Formulating 
Secretarial 
Standards; 

Clarifying issues 
arising out of the 

Secretarial 
Standards; 

Issuing Guidance 
Notes

The main 
functions of 

the board are:



OBJECTIVES

º To integrate, harmonise and standardise

diverse secretarial practices ;

º To provide clarity where law is

ambiguous ;

º Explaining the position of Law if it has

multiple meanings ;



OBJECTIVES (CONT .)

º To address areas where the Law is

silent ;

º To envisage best Secretarial

Practices;

º To recommend Good Governance

practices ;



OBJECTIVES (CONT .)

º Secretarial Standards do not seek to

substitute or supplant any existing law

or rules or regulations ;

º Seek to supplement such law, rules and

regulations ;



OLD SECRETARIAL STANDARDS

No . Particulars Year(s)

1 Secretarial Standard on Meetings of the Board of 

Directors

2001

2 Secretarial Standard on General Meetings 2002

3 Secretarial Standard on Dividend 2003

4 Secretarial Standard on Register and Records 2005

5 Secretarial Standard on Minutes 2007

6 Secretarial Standard on Transmission 2007

7 Secretarial Standard on Passing Resolutions by 

Circulation
2008

8 Secretarial Standard on Affixing of Common Seal 2008

9 Secretarial Standard on Forfeiture of Shares 2008

10 Secretarial Standard on Board's Report 2009



RECOGNITION UNDER THE NEW L AW

º Many corporate houses had earlier adopted Secretarial

Standards (SS) and were following the same even though

they were recommendatory in nature .

º After the several recommendation and comments, the SS

for General and Board Meetings were introduced and

statutorily recognized in the law through Companies Act,

2013 in the form of Section 118(10).



RECOGNITION UNDER THE NEW L AW (CONT .)

º As per Section 118(10) òevery company shall observe

secretarial standards with respect to General and Board

meetings specified by the Institute of Company Secretaries

of India constituted under section 3 of the Company

Secretaries Act, 1980, and approved as such by the Central

Governmentó



RECOGNITION UNDER THE NEW L AW (CONT .)

ºAs per Section 205(1), òthe functions of the

company secretary shall include, ñ

ééééééééééé

(b) to ensure that the company complies with the

applicable secretarial standards ó

Explanation .ñFor the purpose of this section, the expression

òsecretarialstandardsómeans secretarial standards issued by the

Institute of Company Secretaries of India constituted under

section 3 of the Company Secretaries Act, 1980 and approved by

the Central Government.



RECOGNITION UNDER THE NEW L AW (CONT .)

SS as 
Specified by 

the ICSI

Approved as 
such by the 

Central 
Government

{April 10, 2015 } Secretarial 
Standards 

notified  on April 
23, 2015 in the 

Gazette and 
effective w.e.f. 
July 01, 2015

Gazette of GOI.pdf


RECOGNITION UNDER THE NEW L AW (CONT .)

SS- 1 and 
SS-2

SS-1 

Meetings of the 
Board of Directors

SS-2

on General Meetings 

SS-5

Standard on 
Minutes 

SS-7

Passing Resolutions by 
Circulation



APPLICABILITY OF THE NEW SS  

Board 
Meetings

All 
Committee 
Meetings

All 
General 

Meetings



CATEGORY OF SECRETARIAL STANDARDS



BRIEF HIGHLIGHTS OF SS-1 

Manner of 
Notice 

Time, 
Place, 

Mode and 
Serial 

Number

Authority 
to call 
Board 

Meeting

Convening 
a Meeting  



BRIEF HIGHLIGHTS OF SS-1  (CONT .)

Meeting of 
Independent 

Directors

Meetings of 
Committees

Meetings 
of the 
Board

Frequency 
of Meetings 



BRIEF HIGHLIGHTS OF SS-1  (CONT .)



BRIEF HIGHLIGHTS OF SS-1  (CONT .)



BRIEF HIGHLIGHTS OF SS-1  (CONT .)



BRIEF HIGHLIGHTS OF SS-1  (CONT .)

Minutes of Board 
or Committees

A distinct Minutes 
Book shall be 

maintained for 
Meetings of the 

Board and each of 
its Committees

Minutes may be 
maintained in 

electronic form 
with Timestamp.



BRIEF HIGHLIGHTS OF SS-1  (CONT .)

Entry in the 
Minutes 

Book

Contents of 
Minutes

Finalisation 
of Minutes



BRIEF HIGHLIGHTS OF SS-1  (CONT .)

Inspection of 
Minutes.

Extracts of 
Minutes.

Preservation 
of Minutes 
and other 
Records

Disclosures 
in the 

Annual 
Report and 

Annual 
Return;



BRIEF HIGHLIGHTS OF SS-1  (CONT .)



BRIEF HIGHLIGHTS OF SS-1  (CONT .)



BRIEF HIGHLIGHTS OF SS-1  (CONT .)



BRIEF HIGHLIGHTS OF SS-1  (CONT .)



BRIEF HIGHLIGHTS OF SS-1  (CONT .)



BRIEF HIGHLIGHTS OF SS-2



BRIEF HIGHLIGHTS OF SS-2 (CONT .)



BRIEF HIGHLIGHTS OF SS-2 (CONT .)



BRIEF HIGHLIGHTS OF SS-2 (CONT .)


