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PROFESSIONAL PROGRAMME

DRAFTING, PLEADINGS & APPEARANCES

Drafting, in legal sense, means an act of preparing the Legal Documents like agreements, contracts, deeds, 
etc. A proper understanding of drafting cannot be realised unless the nexus between the Law, the facts and the 
language is fully understood and accepted. Drafting of deeds and documents for various purposes in a company 
usually forms part of multifacet duties of the Company Secretary. For this purpose, the course contents of this 
study material have been so designed as to provide practical orientation and develop necessary acumenship in 
drafting legal documents. Only those deeds and documents have been included which are of direct relevance 
to the work of a Company Secretary. Further, the literature available on the subject has been found to be 
unwieldy and it has, therefore, been our endeavour to make the study material tailored made. Every effort has 
been made to provide a self-contained material and an integrated approach has been adopted throughout.

While writing the study material, relevant provisions of the various Acts and Rules made thereunder have been 
kept in mind. Except where found absolutely necessary, text of the provisions of Bare Act(s), Rule(s), Order(s), 
etc. have not been produced. This paper presupposes knowledge of substantive law; therefore, students are 
advised to have thorough knowledge of the same by referring to various Acts mentioned at appropriate places 
in this study material. This paper also warrants continuous updation in terms of substantive and procedural 
laws as well as latest judicial pronouncements. Moreover, drafting of petitions, deeds and documents is an 
art and even acquiring working knowledge in this demands application of skills of higher order. Students are, 
therefore, advised not only to master the principles and applications of drafting and pleadings, but also keep 
themselves abreast of latest developments by regularly resorting to reading of at least one of the leading 
English Newspapers and additional source materials concerning corporate world which are published from 
time to time.

This study material has been published to aid the students in preparing for the Drafting, Pleadings and 
Appearances paper of the CS Professional Programme. It is part of the educational kit and takes the students 
step by step through each phase of preparation emphasizing key concepts, principles, pointers and procedures. 
Company Secretaryship being a professional course, the examination standards are set very high, with focus on 
knowledge of concepts, their application, procedures and case laws, for which sole reliance on the contents of 
this study material may not be enough. This study material may, therefore, be regarded as the basic material 
and must be read alongwith the Bare Acts, Rules, Regulations, Case Law.

The legislative changes made upto May 31, 2023 have been incorporated in the study material. In addition 
to Study Material students are advised to refer to the updations at the Regulator’s website, supplements 
relevant for the subject issued by ICSI and ICSI Journal Chartered Secretary and other publications. 
Specifically, students are advised to read “Student Company Secretary” e-Journal which covers 
regulatory and other relevant developments relating to the subject, which is available at academic 
portal https://www.icsi.edu/student-n/academic-portal/. In the event of any doubt, students may contact the 
Directorate of Academics at academics@icsi.edu. 

The amendments to law made upto 31st May of the Calendar Year for December Examinations and upto 
30th November of the previous Calendar Year for June Examinations shall be applicable.

Although due care has been taken in publishing this study material, the possibility of errors, omissions and/or 
discrepancies cannot be ruled out. This publication is released with an understanding that the Institute shall not 
be responsible for any errors, omissions and/or discrepancies or any action taken in that behalf.




