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PART- A (10 × 1 = 10 Marks)
Answer any TEN questions.

1. Define Document.                              
2. Define Conveyancing        
3. What are the key elements of an Agenda for a Board Meeting?
4. What is the importance of Drafting Resolutions in Company Meetings?
5. What is Engrossment and Stamping of a Deed mean? 
6. What are Collaboration Agreements?
7. What is an Electronic Contract and how is it legally recognized?
8. What is the purpose of a Service Agreement?
9. What is a Underwriting Agreement?
10. What is a shareholders’ agreement?
11. What are Deeds?
12. What is the purpose of Board Meetings?


PART - B (5 × 5 = 25 Marks)
Answer any FIVE questions.

13. State the general rules of Drafting?
14. Mention the Principles relating to drafting of resolutions
15. What are the basic requirements for a valid deed of transfer in conveyancing?
16. Write a note on Counter Guarantee and Performance Guarantee.
17. Describe the points to be considered while drafting of Agreements?
18. Determine the Objectives of Conveyancing
19. Mention the provisions of companies act regarding recording of Minutes.


PART - C (4 × 10 = 40 Marks)
Answer any FOUR questions

20. “Drafting of Document is very important part of legal Documentation”- Explain this statement relating to interpretation of formal legal documents.
21. Discuss the role of a Company Secretary in drafting and recording minutes of meetings. Highlight the procedures and legal requirements involved.
22. Describe the procedure of Drafting of Power of Attorney
23. Explain the essential elements to be included while drafting a commercial agreement.
24. Discuss the legal significance of drafting Memorandum of Association and Articles of Association under the Companies Act
25. Describe some of the provisions relating to secretarial drafting under companies act and their relevance.
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PART- A (10 × 1 = 10 Marks)
Answer any TEN questions.
1. Document: Under the General Clauses Act, 1897, a document is defined as any matter written, expressed, or described upon any substance by means of letters, figures, or marks, or by more than one of those means, intended to be used, or which may be used, for the purpose of recording that matter.                       
2. Conveyancing: Conveyancing, in the context of drafting, refers to the art and practice of preparing legal documents (deeds and other instruments) that transfer property ownership from one party to another.           
3. An agenda typically includes the date, time, and venue of the meeting, a list of items to be discussed (such as financial matters, appointments, and statutory compliance), and relevant supporting documents. It helps in organizing the meeting efficiently.
4. Resolutions reflect formal decisions made by the board or shareholders. Proper drafting ensures legal validity, clarity, and acts as a record of the company’s decisions for compliance and future reference.
5. Engrossment and stamping of a deed: Engrossment refers to preparing the final, formal version of a deed for signing. Stamping involves paying the required stamp duty to legally validate the deed.
6. Collaboration agreements are contracts between parties outlining how they will work together on a project, including roles, responsibilities, and profit-sharing terms An electronic contract is an agreement formed through electronic means (like emails or websites). It is legally valid under the Information Technology Act, 2000, provided it meets the essentials of a valid contract under the Indian Contract Act, 1872.

7. A service agreement outlines the terms and conditions under which one party provides services to another. It defines the scope of work, duration, payment terms, and responsibilities of both parties to prevent future disputes.

8. Purpose of a Service Agreement: To define the scope, terms, payment, and responsibilities for services provided between parties, ensuring clarity and legal protection.

9. Underwriting Agreement: A contract where an underwriter agrees to buy unsold shares in a public issue, ensuring minimum subscription and financial backing for the company.

10. Shareholders’ Agreement: An agreement among shareholders outlining their rights, responsibilities, share transfer rules, dispute resolution, and management roles.

11. Deeds: Formal legal documents that convey rights, obligations, or property, executed with specific formalities like signing, stamping, and witnessing.

12. Purpose of Board Meetings:
To discuss and decide on key business matters, pass resolutions, ensure statutory compliance, and manage the company’s affairs effectively.




PART - B (5 × 5 = 25 Marks)
Answer any FIVE questions.

13. Rules of Drafting:
	The fundamental rules of drafting emphasize clarity, accuracy, and conciseness. Key principles include using simple language, avoiding ambiguity, organizing information logically, and ensuring legal compliance. Drafting should also be comprehensive, covering all relevant aspects and potential scenarios.

14. Principles relating to drafting of resolutions:
Clarity and Precision
Resolutions must be drafted in clear and unambiguous language. The intent of the resolution should be easily understood without room for misinterpretation.

Legal Compliance
Every resolution should comply with applicable laws, such as the Companies Act, 2013 (in India), and the organization’s Articles of Association. This ensures the validity and enforceability of the resolution.

Proper Classification
Resolutions must be categorized correctly as Ordinary, Special, or Board Resolutions, depending on the nature of the decision and legal requirements. Each type has different approval thresholds.

Inclusion of Relevant Details
All necessary particulars, such as names, dates, amounts, and references to documents or provisions, should be included to make the resolution self-explanatory.

Use of Standard Format
A standard and formal format should be followed, including the heading, preamble (if needed), resolution clause, and certification. This ensures uniformity and ease of record-keeping.

15. Basic requirements for a valid deed of transfer in conveyancing:
· Written Document – The deed must be in writing.
· Parties' Details – Clear identification of the transferor (seller) and transferee (buyer).
· Description of Property – Precise description of the property being transferred.
· Intent to Transfer – Express intention to transfer ownership.
· Signature – Signed by the transferor (and sometimes the transferee).
· Delivery and Acceptance – The deed must be delivered and accepted to be effective.
· Stamp Duty – Payment of required stamp duty as per law.
· Registration – Registration of the deed with the relevant land registry to give legal effect.
                                       
16. Counter Guarantee and Performance Guarantee:
Counter Guarantee: A counter guarantee is a commitment by one party, usually a bank, to back another party's guarantee, providing an additional layer of security. If the original guarantor fails to meet their obligations, the counter guarantor steps in to fulfill the guarantee, thus ensuring financial protection in complex transactions or international deals.
Performance Guarantee: A performance guarantee is a financial assurance that a party will fulfill their contractual obligations. Typically used in construction and supply contracts, it protects the beneficiary by ensuring compensation or reimbursement if the party fails to deliver as agreed. This type of guarantee helps manage risk and ensures contract compliance.
17. Points to consider while drafting agreements:
Clear Identification of Parties – Full names and addresses of all parties involved.

· Purpose of Agreement – Clearly state the reason and objectives of the agreement.

· Terms and Conditions – Specify rights, duties, and obligations of each party.

· Consideration – Mention what each party will give or receive.

· Duration – State the time period or validity of the agreement.

· Dispute Resolution – Include methods for resolving disagreements (e.g., arbitration).

· Signatures and Date – Proper signing by all parties with the date.

· Legal Compliance – Ensure the agreement follows relevant laws and regulations.

18. (a) Objectives of Conveyancing:
 Legal Transfer of Property:
· Ensure clear transfer of ownership from seller to buyer.
· Prevent future disputes over property rights.
 Compliance with Legal Requirements:
· Adhere to local laws and regulations.
· Prepare and execute necessary legal documents.
 Protection of Parties' Interests:
· Safeguard the rights and interests of both buyer and seller.
· Conduct due diligence to verify property title and conditions.
 Clear Documentation:
· Provide accurate records of the transaction.
· Maintain proper documentation for future reference.

19. Provisions of Companies Act regarding recording of Minutes:
 Minutes Must Be Kept – Every company must keep minutes of all meetings of directors and members.
 Timeframe – Minutes must be recorded within 30 days of the meeting.
 Contents – Minutes should include date, time, venue, attendees, and resolutions passed.
 Signing – Minutes must be signed by the chairman of the meeting or the next meeting.
 Inspection – Minutes book must be open for inspection by members during business hours.
 Presumption – Properly recorded minutes are evidence of the proceedings and decisions.

PART - C (4 × 10 = 40 Marks)
Answer any FOUR questions

20. “Drafting of Document is very important part of legal Documentation
1. Clarity and Precision:
Accurate drafting ensures the document is free from ambiguity and reflects true intent.
This prevents misunderstandings and future disputes.

2. Judicial Interpretation:
Courts interpret legal documents based on their language.
Clear drafting helps judges understand and uphold the parties’ intentions.

3. Legal Compliance:
Well-drafted documents meet statutory requirements and legal formalities.
This ensures the document is valid and enforceable in law.

4. Protection of Rights:
Drafting outlines rights, duties, and liabilities in detail.
It protects parties by anticipating legal issues and minimizing risk.

5. Evidentiary Value:
A clear legal document serves as strong evidence in disputes.
Good drafting strengthens a party’s legal position in court.

21. Role of a Company Secretary in drafting and recording minutes of meetings:
A company secretary plays a crucial role in ensuring that meetings are conducted and recorded in accordance with legal standards. Drafting of minutes involves summarizing discussions, recording resolutions passed, and noting dissenting opinions or important comments.
As per the Companies Act, 2013 and Secretarial Standards (SS-1 for Board Meetings and SS-2 for General Meetings), minutes must be written in a concise, clear, and factual manner. The draft minutes are typically circulated to the Chairman for approval and then to directors or members, as required.
The minutes should be signed by the Chairman and entered into the Minutes Book within 30 days of the meeting. They must be stored safely and should be available for inspection by members or regulators when required. Proper drafting and recording of minutes provide legal evidence of the proceedings and are essential for maintaining transparency and good governance in corporate functioning.

22.Drafting of power of Attorney:
As a rule, a power of attorney should be construed strictly and general words must be interpreted in the light of the special powers, although they include incidental powers necessary for carrying out the authority.
· That regard must be had to the recitals, if any, as showing the scope and object of the power, as such recitals will control any general terms in the operative part of the instrument. Thus, when it was recited that the principal was going abroad, and the operative part gave authority in general terms, it was held that the authority continued only during the principal’s absence.
· Where special powers are afforded by general words, the general words are to be construed as limited to what is necessary for the exercise of the special power and as enlarging those powers only when necessary for the carrying out the purposes for which the authority is given.
23. Essential elements to be included while drafting a commercial agreement:
 Parties to the Agreement – Full names and addresses of all parties involved.
 Recitals/Preamble – Background and purpose of the agreement.
 Definitions – Clarify key terms used in the agreement.
 Subject Matter – Clear description of what the agreement is about.
 Rights and Obligations – Duties and responsibilities of each party.
 Consideration/Payment Terms – Details of payment or exchange of value.
 Duration and Termination – Agreement period and how it can be ended.
 Confidentiality – Protection of sensitive information, if applicable.
 Warranties and Representations – Promises made by parties about facts or conditions.
 Indemnity and Liability – Allocation of risks and liabilities.
 Dispute Resolution – Methods like arbitration or court jurisdiction.
 Force Majeure – Handling unforeseen events beyond control.
 Governing Law – Which law will apply to the agreement.
 Signatures and Date – Proper execution by authorized representatives.

24. Significance of drafting Memorandum of Association and Articles of Association under the Companies Act
Memorandum of Association (MOA):
a. Defines the company’s constitution and scope of powers.
b. Contains the company’s name, registered office, objectives, liability, capital, and subscriber details.
c. Acts as the company’s charter; contracts beyond MOA are ultra vires (void).
d. Protects shareholders and creditors by limiting company’s activities to stated objectives.
Articles of Association (AOA):
e. Contains rules for internal management and administration of the company.
f. Regulates the rights and duties of members and directors.
g. Provides procedures for meetings, voting, appointment, and powers of directors.
h. Supplements MOA and governs day-to-day operations.


25. Provisions relating to secretarial drafting under companies act and their relevance.
 Common Secretarial Documents: Notices, resolutions, minutes, reports, statutory registers, annual returns, and compliance certificates.
 Legal Compliance: Drafting ensures adherence to statutory requirements under the Companies Act.
 Accuracy and Clarity: Prevents ambiguities and legal disputes by clear, precise language.
 Record Keeping: Proper minutes and registers are mandatory for legal proof and transparency.
 Filing and Reporting: Correct drafting facilitates smooth filing with Registrar of Companies and government authorities.
 Relevance: Helps in corporate governance, accountability, and smooth functioning of company affairs.
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