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Proper Authority to Convene the Meeting

(§3D A BT aY HYBR)

A meeting must be convened by a competent authority. Under the Companies
Act, 2013, the Board of Directors has the authority to call general meetings.
Members may also requisition a meeting as per statutory provisions.
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Proper Notice of the Meeting
(f&eh 1 3T =)

=> A proper notice must be given to all members entitled to attend the meeting.
=> Notice must specify date, time, place, and agenda.
=> Minimum 21 clear days' notice is required for general meetings.

=> Notice must be in writing and properly served.
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Quorum

(ITOTYFA)

Quorum means the minimum number of members required to be present for valid transaction of business.
Under the Companies Act, 2013:

® Public company: 5 members personally present (if members <1000)
® Private company: 2 members personally present

® Without quorum, the meeting is invalid.
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Presence of a Chairman

(378eT hl 3UTEYTA)

Every meeting must have a Chairman to conduct proceedings and maintain
order. The Chairman ensures proper discussion and voting.
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Agenda

(ST

Only the business specified in the notice (agenda) can be transacted. Any
business outside the agenda is generally invalid.
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Voting and Passing of Resolution
(ST T &I YTRd shieT)

Q

Decisions are taken by passing resolutions:
® Ordinary Resolution (simple majority)
® Special Resolution (75% majority)

® Voting may be by show of hands, poll, or electronic means.
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Minutes of the Meeting
(o cﬁchléﬂme?rﬁd{fﬁchl)

Minutes must be recorded within 30 days of the meeting and signed by the
Chairman. They serve as legal evidence.
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Convening of Meetings

ST&ehl &l 3TTEdTeT

1. Authority to Convene

(S5 A FT IHARR)

Meetings may be convened by:
Board of Directors

Members (Requisition Meeting)
Tribunal in special cases

nder the National Company Law Tribunal (NCLT), a meeting may be ordered if it is impracticable to call one in the usual manner.
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2. Types of Company Meetings(hUail §Gehl &
Yh)

(a) Annual General Meeting (AGM)

Every company must hold an AGM every year to discuss financial statements,
dividends, appointment of auditors, etc.
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(b) Extraordinary General Meeting (EGM)

An EGM is called to transact urgent or special business between two AGMs.
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(c) Board Meetings

Board meetings are held for policy decisions and management functions.
Minimum four meetings must be held in a year.
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3. Requisitioned Meeting

(AT W gATS IS d5h)

[

Members holding at least 10% of paid-up share capital can requisition a
meeting. If the Board fails to call the meeting, requisitionists may call it

themselves.
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4. Shorter Notice
@ 3t 1 g

A meeting may be called at shorter notice if consent is obtained from at least
95% of members entitled to vote.
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Conclusion (foTsart)

For a meeting to be valid under Corporate Law, it must fulfill essential legal
requirements such as proper authority, notice, quorum, chairman, agenda, voting,
and recording of minutes. Non-compliance may render the meeting invalid.
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