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Coverage

ωIntroduction

ωStructuring of Secretarial Standard

ωAnalysis

ωAptitude Test
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SCOPEOF THE STANDARD:

ÅApplicable to all Meetingsof Board of Directors of all Companies

including PrivateCompanies

Å Applicableto meetingsof Committee(s)

Å Not applicableto One personcompanies
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Act

Rules

Table F (Articles of Association)

Standard
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How to things done from others.mp4
How to things done from others.mp4
How to things done from others.mp4
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Secretarial   
Standards
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118(10) Every company shall observe secretarial 
standardswith 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
Government.

205(1) (b) to ensure that the company complies with 
the applicable secretarial standards
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Convening a 
meeting

Notice

Agenda

Frequency of 
meetings

Quorum

Video 
Conferencing

Passing of 
resolution by 
circulation
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9.Disclosure 

8.Preservation of Minutes and other Records 

7.Minutes

6.Passing of Resolution by Circulation

5.Chairman

4.Attendance at Meeting 

3.Quorum

2.Frequency of Meeting 

1.Convening a Meeting 
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1.Convening a 

Meeting

1.1 Authority

1.2 Time, Place, 

Mode and Serial 

Number of Meeting

1.3 Notice



ahaladarao.associates@gmail.com 13

2. Frequency 

of Meetings

2.1 Meetings 

of the Board

2.2 Meetings 

of Committees

2.3 Meeting of 

Independent 

Directors
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3.QUORUM

3.1 Presence of Quorum

3.2 Interested Quorum

3.3 Directors participating through Electronic Mode

3.4 Meetings of the Board

3.5 Meetings of Committees
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4.Attendance at 

Meetings

4.1 Attendance registers

4.2 Leave of absence




