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MEANING OF MINUTES    मिनट्स का अĈथ
Minutes are the official written record of the proceedings of meetings of a company.

These meetings may be of the Board of Directors or shareholders (members). Minutes

serve as legal evidence of decisions taken in meetings.

Under the Companies Act, 2013, every company is required to prepare, sign, and

maintain minutes of meetings.

मिनɪस किसी िंपनी िी बैठि िɅ हुई िा�यवाही िा आधिकारिक लिखित रिकॉ�ड होता है। �ह ननदेशि
िंडल (Board of Directors) �ा सदè�ɉ (Shareholders) िी बैठिɉ िा वववरण होता है।
Companies Act, 2013 िे अनुसार Ĥ×�ेि िंपनी िो अपनी बैठिɉ िे मिनɪस तै�ार िरना और
सुरͯित रखना अननवा�य है।



OBJECTIVES / PURPOSE OF MINUTES
मिनɪस िा उɮदेæ�
◦ To provide a permanent record of decisions.

◦ To serve as legal evidence in court.

◦ To ensure transparency and accountability.

◦ To avoid future disputes.

◦ ननणय�ɉ िा èथा�ी ररिॉडय रखना।
◦ Û�ा�ाल� िɅ साê� (Evidence) िे Ǿप िɅ उप�ोग।
◦ पारदमशयता और जवाबदेही सुननǔæित िरना।
◦ भववç� िे वववादɉ से बिाव।



TYPES OF MEETINGS WHERE MINUTES ARE RECORDED

वे बैठिɅ  ǔजनिे मिनɪस बनाए जाते हɇ

◦ Board Meeting

◦ General Meeting (AGM & EGM)

◦ Committee Meetings

◦ ननदेशि िंडल िी बैठि
◦ सािाÛ� बैठि (AGM और EGM)

◦ समिनत बैठि



MEANING OF RESOLUTION
Ĥèताव (Resolution) िा अथय
A Resolution is a formal decision taken by members or directors in a meeting. It is passed

after discussion and voting.

Ĥèताव (Resolution) वह औपचारिक नि�डय है जो बैठि िɅ ििाय और ितदान िे बाद मल�ा जाता है।



TYPES OF RESOLUTIONS
Ĥèतावɉ िे Ĥिार

(A) Ordinary Resolution

An Ordinary Resolution is passed when more than 50% of votes are in favor.

Examples:

◦ Appointment of directors

◦ Approval of financial statements

(A) सािाि� Ĥèताव
जब िुल ितɉ िɅ से 50% से अधिक मत सम�डि मɅ हɉ, तो साधारण Ĥèताव पाररत होता है।
उदाहि�:
◦ ननदेशि िी नन�ुǔतत
◦ ववƣी� वववरणɉ िी èवीिृनत



(B) Special Resolution

A Special Resolution requires at least 75% majority of votes.

Examples:

◦ Alteration of Memorandum or Articles

◦ Change of company name

◦ Reduction of share capital

(B) ववशषे Ĥèताव
ववशषे Ĥèताव पाररत िरने िे मलए कम से कम 75% बहुमत आवæ�ि है।
उदाहि�:
◦ िेिोरɅडि �ा आǑटयिãस िɅ संशोधन
◦ िंपनी िे नाि िɅ पररवतयन
◦ श�ेर प ंजी िɅ ििी



DIFFERENCE BETWEEN MINUTES AND RESOLUTION
मिनɪस और Ĥèताव िɅ अंतर
Basis Minutes Resolution

Meaning Record of meeting Decision taken in meeting

Nature Descriptive Decision-making

Purpose Evidence Approval of action



LEGAL PROVISIONS REGARDING MINUTES

मिनɪस से संबंधधत िान नी Ĥावधान
◦ Minutes must be prepared within 30 days of the meeting.

◦ They must be signed by the Chairman.

◦ They should be kept at the registered office.

◦ Members can inspect minutes of general meetings.

◦ बैठि िे 30 ददिɉ के भीति मिनɪस तै�ार िरना आवæ�ि है।
◦ अÚ�ि (Chairman) ɮवारा हèतािररत होना िाǑहए।
◦ पंजीिृत िा�ायल� िɅ सुरͯित रखना िाǑहए।
◦ सदè� सािाÛ� बैठि िे मिनɪस देख सिते हɇ।



CONCLUSION / ननçिषय
Minutes and Resolutions are essential components of corporate governance. They

ensure legality, transparency, and proper decision-making in a company. Without proper

minutes and resolutions, company decisions may become invalid.

मिनɪस और Ĥèताव िॉपोरेट Ĥशासन िे िह×वप णय भाग हɇ। �े िंपनी िɅ वैधता, पारदमशयता और सही
ननणय� Ĥकि�ा सुननǔæित िरते हɇ। इनिे बबना िंपनी िे ननणय� अवैध हो सिते हɇ।
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