Documents to be filed for registration of local company (physical filing)

Step 1. Name Reservation
Submit application as per Inc. Form-I of the Companies (Incorporation) Regulations, along with applicant’s CNIC copy and a copy of paid challan. Fee for manual application is Rs.500/-.
Step 2. Submission of documents for company incorporation 
Fill in application form for Company Incorporation (Form- II) Regulations, 2017 (available on SECP website https://www.secp.gov.pk/company-formation/formsapplications-schedule-of-filling-of-returns/statutory-forms/ and submit to the registrar along with the following documents,-
1. Memorandum of Association(Sample available on SECP website);
1. Articles of Association, where required (Sample available on SECP website). 
1. Copies of CNIC/NICOP of the subscribers/directors/chief executive officer or copy of Passport in case of a foreigner;
1. Copy of CNIC/NICOP of Nominee only in case of single member company or copy of Passport in case of a foreigner;
1. Copy of CNIC of witness;
1. in case of physical application, authority letter on stamp paper of requisite value in favour of any one of the subscribers or registered intermediary.
1. NOC/Letter of Intent/ License (if any) of the relevant regulatory authority in case of specialized business; 
1. Original paid bank challan evidencing the payment of fee specified in Seventh Schedule of the Act (available of SECP Website). Fee for manual incorporation is Rs.2,500/- with minimum authorized capital
1. Name Availability Letter











Documents to be filed for registration of local company (online filing)

Online submission of application through E-Services (https://eservices.secp.gov.pk/eServices/);
1. Creation of User ID and Password: 
2. Filling of application form for name reservation or name reservation and company incorporation (combined)
3. Attachment of memorandum and articles of association, however in case of combined process memorandum and articles of association are auto generated.
4. Attachment of copies of CNICs /passport of directors/subscribers
5. Submission of process (Please note that all subscribers are required to sign the process separately). 

Additional documents in case of foreign national as director /subscriber:

In case a foreign national individual or a foreign entity is a shareholder in proposed company following additional documents are required for security clearance. 
1. An undertaking on a prescribed format available on SECP website (in original) stating that in case security clearance in not provided by the concerned department the member shall transfer shares.
1. Five copies of CV/bio data of all foreigners (including nationality, country of origin, local and foreign address, local and foreign contact number, Father’s Name) along with passport size photographs.
1. Profile of foreign company, list of its directors (along with their nationality and country of origin)  & certified copies of its statute and certificate of incorporation.
1. BOD resolution of the foreign company specifying its intention to incorporate a company in Pakistan with proposed shareholding and nomination of a person who will represent the foreign company.











Documents to be filed for registration of Branch/Liaison Office (Foreign Company)
 
 
A foreign company is required to file the following documents, under the provisions of the Companies Act, 2017 as prescribed under the foreign companies Regulations 2018 within thirty days of establishing a place of business in Pakistan, to the registrar concerned:
  
1.  Application form-(Fnc. Form I) for name reservation
2. Application form- (Fnc .Form II) for registration of branch office /liaison office

3. Charter, statute or Memorandum and Articles of the foreign company duly certified. In case the documents are in a language other than English or Urdu, a duly certified to be true translation of the original into English language is also required to be provided.
 
4. A Resolution by BOD of foreign company to open Branch/Liaison office in Pakistan along with appointing a person as Principal Officer, authorized to perform all matters related to registration of Branch/Liaison office in Pakistan.

5. Incorporation certificate/or business license of foreign company.
 
6. Copy of Name Availability Letter
 
7. Consent of the Principal Officer and Authorized Person
 
8. Permission Letter from Board of Investment.
 
9. Power of Attorney in favor of the applicant (if other than the Principal Officer).
 
10. Passport copies of Principal Officer and Directors of the foreign company.
 
11. Fee Challan of Rs. 20,000/- in case of offline submission and Rs.10,000/- for online submission.






STEP-WISE PROCEDURE / CHECK LIST  FOR GRANT OF LICENCE UNDER SECTION 42 OF THE COMPANIES ACT, 2017

There are three steps for Registration / Incorporation of an Association not for Profit Company:
Step 1:    Availability of name  
Reserve name of the proposed association through: 
a) Filing of online company name reservation application through eService Portal. Application fee is Rs. 200/-.  For more information about name reservation through eServices, please visit the website at https://www.secp.gov.pk/eservices/eservies-company-name-reservation/
OR
b) Filing of Physical Company name reservation on plan paper. Format of simple application is attached.  application fee is Rs. 500/- 

[bookmark: _GoBack]Step 2:    Application for grant of licence 
The following documents are required to be submitted with the Commission in terms of the Associations with Charitable and Not for Profit Objects Regulations, 2018 (the “Regulations) : 

i. Application for grant of license on the prescribed NFP Form 1 attached with the Regulations alongwith covering letter addressed to the Commissioner CCD. (copy attached);
ii.  Resume of all promoters/proposed directors/CEO according to APPENDIX-A TO NFP FORM 1 (attached);
iii. An Affidavit / undertaking from each promoter to the effect that he has sufficient skills, expertise and resources for the attainment of objects of the proposed association. Moreover, the said undertaking should indicate that the promoter shall contribute a reasonable amount (e.g. Rs.200,000/-) as start-up donation having regard to the circumstances of the case. The amount shall be deposited in the company’s account within a period of six months of the date of its incorporation which shall not be refundable to the promoters, directly or indirectly through any means, affidavit affirming correctness of contents of the application, affirming that promoters are not defaulters of loans etc, duly attested by an Oath Commissioner. as per APPENDIX-B TO NFP FORM 1 (copy attached)
iv. Estimated Income and expenditure statement, names of foreign donors along with letters of intents / Memorandum of Understanding (MOUs) from all local/foreign donors and year wise amount of donation, according to APPENDIX-C TO NFP FORM 1 (copy attached);
v. Brief statement of the work already done by the association or proposed to be done after its being granted the licence and registration as per APPENDIX-D TO NFP FORM 1 (copy attached);
vi. Letter of Authority on Stamp Paper of appropriate value made by all the promoters in favour of a person to present the application before the Commission on their behalf, and to make other amendments, additions, corrections etc. in the documents and also to collect the licence from SECP and duly attested by Notary Public as APPENDIX-E TO NFP FORM 1(copy attached);
vii. Original paid bank Challan of Rs.25,000/- as licensing fee in the designated bank branches;
viii. Copy of name availability letter (as obtained from concerned Company Registration Office-CRO or received through email from concerned Company Registration Office );
ix. Draft Memorandum and Articles of the proposed association (Format provided in Table F to the  Companies Act, 2017);
x. Copies of Computerized National Identity Cards (CNICs) of all Pakistani promoters/proposed directors/CEO and in case of foreigners, copy(ies) of passport(s)

Step 3:  INCORPORATION OF ASSOCIATION AS A COMPANY

After grant of license the proposed association shall submit, within 60 days, either through physical application or through online (eService Portal) following documents with the concerned CRO for incorporation of the Company: 

1. Application form / Inc. form-II 
1. Approved copies of Memorandum & Articles of Association by SECP head office.
1. C.N.I.C/passports copies of Promoters and witnesses. 
1. A copy of licence issued by SECP. 
1. Copies of NTN certificates of directors in term of section 153 of the Companies Act, 2017
1. Special Power of Attorney on Stamp paper duly notarized.
1. Copy of Name Availability Letter issued by SEC.
1. Paid Challan of necessary registration and filing fee Rs.50500/- (offline) and  in case of online Rs.25250.

For online incorporation of Company please also go through the information/procedure available at the following link for further guidance in the matter:

https://www.secp.gov.pk/eservices/company-incorporation/


