Housing Society Maintain Following Records:

(a) Register of members in ‘I’ form, prescribed under rule 32 of the Maharashtra Co-operative Society’s Rules 1961,
(b) List of Members in ‘J’ form, prescribed under Rule 33 of the Maharashtra Co-operative Society’s Rules 1961,
(c) Cash book,
(d) General ledger,
(e) Personal ledger,
(f) Property register,
(g) Share register,
(h) Sinking fund register,
(i) Audit rectification register in form ‘O’ as prescribed under Rule 73 of the Maharashtra Co-operative Society’s Rules 1961,
(j) Investment register,
(k) Nomination register,
(l) Loan register (if loan is raised),
(m) Mortgage register (if property is mortgaged),
(n) Minute book of the meeting of the committee of the society,
(o) Minute book of the meeting of the general body of the society,
(p) Register of deposits made with the local authority, the electric supply committee and any other authorities,
(q) Register of furniture, fixtures and office equipment,
(r) Register of library books,
(s) Register of allotment of flats,
(t) Structural audit register (whenever),

In addition to the above separate files have to be maintained as mentioned in Bye Law No. 143.

That apart, the society should maintain separate files for the following items:


1) Individual Members Flat/Shop wise File

2) Application of membership.

3) Applications for associate membership.

4) Applications for nominal membership.

5) Letters of resignation of membership, including association and nominal membership.

6) Applications for transfer of shares and/or interest in the capital/property of the society.

7) Cases of expulsions of members.

8) Nominations made by members, including revocations thereof.

9) Separate file for correspondence entered into with each member.

10) BMC Approved Plan file

11) Water Pipeline Approved Plan file

12) Correspondence with the registering authority.

13) Correspondence on property taxes including non-agricultural taxes.

14) Correspondence on water charges.

15) Correspondence on electric supply.

16) Correspondence about conveyance of the property.

17) Lift Maintenance AMC & Correspondence File
18) Housekeeping AMC & Correspondence File

19) Pest Control AMC & Correspondence File

20) Any other AMC

21) Building Insurance File

22) Fire Insurance File

23) Agreements, contract deeds with papers connected thereto.

24) Approved plans of construction and correspondence thereon.

25) Application for exchange of flats.

26) Correspondence about allotment of flats.

27) Application for allotment of parking spaces and stilts.

28) Major Repair Works Files

29) Major Repair Bill Files

30) Quotation File

31) Bank Statement, Bank Reconciliation, Bank Balance Certificate File

32) Bank Interest Certificate File

33) Fixed Deposit File

34) Form No.16A file

35) Form No.16 File

36) Bank Voucher Files

37) Vouchers, along with bills relating thereto arranges in order of entries in the cash book and the journal.

38) Counterfoils of challans for credit of amounts into the bank, arranged in order of dates of credits.

39) Counterfoils of cheques issued.

40) Income Tax Return File

41) Service Tax Challan File

42) Service Tax Return File

43) TDS Return File

44) TDS Challan File

45) Fixed Assets Bill File

46) NOC letter for Members File

47) Loan file (If Members take loan from society)

48) Application & Bio-Data of Employee

49) Employees Leave Application file 

50) Case under Section 101 file

51) Sinking Fund Certificate File

52) Counterfoils of share certificates.
53) Application for duplicate share certificates.
54) Application for registration of the society, the copy of the Bye-laws and amendments thereto.
55) A certificate of registration duly framed.
56) Counterfoils of receipts or carbon copies of receipts issued by the society.
57) Counterfoils of bills or carbon copies of bills for the society’s charges.
58) Correspondence about loan received and property of the society mortgaged.
59) Notices and agenda of the meetings of the general body of the society.
60) Notices and agenda of Managing Committee meeting

61) Periodical statements of accounts prepared by the society.
62) Committee’s annual reports on the working of the society.
63) Auditor Appointment Letter & related Correspondence file 
64) Audit memos received from the statutory auditors, with rectification reports thereon.
65)  Audit reports received from internal auditors, with rectification reports thereon.
66) Notices and agenda of the meetings of the committee.
67) Papers pertaining to the election of the committee.
68) Complaint from members and correspondence thereof.

