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[LETTERHEAD SPACE]

AGREEMENT OF TENANCY
THIS AGREEMENT OF TENANCY is made at on
this day of 200 BETWEEN M/S. ABC,
a registered partnership firm, having address at
hereinafter referred to as

“THE LANDLORDS"” (Which expression shaII unless it be repugnant to the context or
meaning thereof mean and include the partners or partner for the time being of the said
firm, the survivors or survivor of them and the heirs, executors and administrators of the
last surviving partner and their/his/her assighs) OF THE ONE PART; AND X Y Z, of
, Indian Inhabitant, residing at

, hereinafter referred to
s "THE TENANT"” (Which expression shall unless it be repugnant to the context or
meaning thereof mean and include his heirs, executors and administrators) OF THE OTHER
PART;

WHEREAS:

(a) The Landlords are the owners of the building known as ™ "
situate at and which is more particularly described in the
Schedule hereunder written. The Landlords are also the owners of Flat
No. on the floor of the said building ™
admeasuring sq.ft. of carpet area (hereinafter referred to as “the said
flat”);

(b) The Tenant has approached the Landlords with a request to grant monthly tenancy
of the said flat in his favour to which the Landlords have agreed upon the terms
and conditions recorded herein.

NOW IT IS AGREED, DECLARED AND CONFIRMED BY AND BETWEEN PARTIES
HERETO AS UNDER:-

1. The Landlords hereby let out the said flat on monthly
tenancy basis to the Tenant with effect from day
of 200 at the monthly rent of Rs. /-  (Rupees
only) which is exclusive of all rates, taxes, charges etc.
payable to the concerned local authorities and proportionate common maintenance of lift,
common passages, security, electricity charges and water charges and which shall be
separately paid by the Tenant to the Landlords.

2. The Tenant shall pay the said monthly rent in advance to the Landlords on or
before the 10th day of each and every month. The other amounts referred to in clause 1
above shall be paid by the Tenant to the Landlords within 7 days from the date of the
demand of the same by the Landlords.

3. The Tenant shall use the said flat only for residential purposes for himself and his
family members. The Tenant shall not further let or sub-let the said residential flat and shall
not create any kind of third party rights in respect of the same including in the form of
license, lease, paying guest etc. The Tenant shall always keep the said flat free from all
encumbrances of whatsoever nature for his personal residential purposes only as
aforestated and shall not be entitled to part possession of the same to any third party.

4. The Tenant shall always maintain the said flat in good and tenantable condition but
shall not carry out any structural changes (including shifting of walls, demolition of existing
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AGREEMENT FOR SALE OF A BUSINESS BY PARTNERS TO
A PRIVATE COMPANY ALREADY INCORPORATED

An Agreement made at............. 1) [ JEEE— day oficcvminnnn a0 i between A,
son of resident of............. B, son of........ resident  Of......... and C son
(o] I resident of............. carrying on the business of............. ate..ooo in partnership
under the name and style of M/s............. (hereinafter collectively called the "Vendors") of the
ONE PART and X Y Co. Pvt. Ltd., a company registered under the Companies Act, 1956 and
having its registered office at............. (hereinafter called the"Company") of the OTHER PART;

WHEREAS the company has offered to purchase the business of the VVendors as a going
concern, which the Vendors have agreed on the terms and conditions hereinafter appearing.

NOW IT IS HEREBY AGREED BETWEEN THE PARTIES AS FOLLOWS:

(1) The Vendors as the beneficial owners will sell and the company and  will purchase the
business of at under the name and style of M/s . (hereinafter called the said business)
with the goodwill, freehold and leasehold property described in the Schedule hereto and fixed
plant, machinery and fixture thereon, benefit of subsisting contracts, stock in-trade, book debfs,
cash in hand and at the bank and all other properties and assets of the Vendors relating to the
said business as on day of 20

(2) The Vendors have assured the Company that they have clear and marketable title to the
said business together with its properties and assets and the same is not mortgaged, charged,
hypothecated or otherwise encumbered in any manner whatsoever and the Company shall
accept such title without investigation and shall not make any objection or requisitions in relation
thereto.

(3) The consideration for the said sale (in addition to the debts and liabilities) shall be the sum of
Rs .  which shall be satisfied by the allotment to the Vendors in equal proportions of

S ... ordinary shares of Rs. 10 each in the capital of the company credited as fully paid
up.
(4) The Company shall purchase the said business subject to all debts and liabilities of the
Vendors in respect thereof at the said N .day of.............. 20, and

shall indemnify the Vendors and each of them agalnst all claims, demands, actions or other
proceedings in respect of such debts or liabilities.

(5) The sale shall be completed on the................ day of.....couvviiens 71 | RS —— at the office
of M/S . ..o Vendor's Solicitors at................ AM, at which time the Company shall
deliver to the Vendors certificates for the shares and the Vendors shall execute and do all such
deeds and things as may be necessary for effectually vesting the said business and premises in
the Company.

(6) The Vendors and each of them hereby jointly and severally irrevocably appoint the Company
to be their and his attorney for executing all documents and for giving and executing all
documents and for giving of all notices on behalf of the Vendors or any of them for carrying into
effect the aforesaid sale and also for demanding, recovering and giving receipts for all debts



BOARD RESOLUTION FOR CHANGE IN NAME
OF THE COMPANY

CERTIFIED TRUE COPY OF THE RESOLUTION PASSED AT THE
MEETING OF THE BOARD OF DIRECTORS OF (COMPANY
NAME)HELD AT THE REGISTERED OFFICE OF THE COMPANY

AT (ADDRESS) ON_(DATE) AT (TIME).

“"RESOLVED THAT pursuant to the provisions of Section 4 (4), 13 and
other applicable provisions, if any, of the Companies Act, 2013, (including
any statutory modification or re-enactment thereof for the time being in
force) and the rules framed there under, consent of the Board of Directors
of the Company be and is hereby accorded, subject to the approval of the
Registrar of Companies, NCT of Delhi & Haryana and subject to the
approval of Shareholders in General Meeting, to change the name of the
Company from ABC Private Limited to XYZ Private Limited.

RESOLVED FURTHER THAT Clause I of the Memorandum of
Association of the Company be substituted by the following:

‘The Name of the company is XYZ Private Limited.

RESOLVED FURTHER THAT Clause 2 of the Articles of Association of
the company be substituted by the following:

"The Company” means XYZ Private Limited
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HR DUE
DILIGENCE CHECKLIST REPORT

Company Name: Date:
Inspector’s Name: Years Of Service:
HR EXAMINATION YES

1. Compensation & Benefits

a. Do employees have sufficient salary based on tier/tenure ship or

grade? Ll
b. Does the company offer incentives to employees? O
c. Doesthe company provide health, dental, and disability insurance? O
2. Hiring & Staffing
a. Do employees of the company undergo examinations and 0
screenings?
b. Does the company regulates the internal and external recruiting 0
appropriately?
c. Does the company obtain sufficient number of employees?
d. Does the company have strong hiring platforms? O
3. Training & Development
a. Do employees subjected to training/on-boarding prior job reality? O
b. Doesthe company have a regular organizational and department
arientation schedule? H
c. Do the performance of the employees are monitored? |
4. Employee Relations
a. Do employees in the workplace have a strong communication to 0]
each other?
b. Is the company features organizational activities?
c¢. Do employees cooperate with their co-employees? |
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d. Is the company encouraging the employees by recognizing them?

e. Doesthe company possess regular meeting schedules and career
development programs?

5. Workforce Satisfaction

a. Does the company regularly conducts survey related to employee
satisfaction?

b. Does the company have platforms on achieving the employee
satisfaction?

c. Doesthe company provides a positive working environment?
d. Is the company featuring rewards and prizes to the employees?
6. Labor Laws & Legal Compliance
a. Does the company supports Equal Employment Opportunity or EEQ?
b. Does the company follows the Fair Labor Standards Act or FLSA?
c. Doesthe company promotes a safe workplace for employees?

d. Does the company supports the Title VIl of the Civil Rights Act of
1964?

Inspector/Auditor’s Remarks:
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LEASE AGREEMENT FOR EQUIPMENT

THIS LEASE AGREEMENT made at................... {5 |- o -l s | R —
D between A. B. Co. Lid., a company incorporated under the Companies Act,
1956 and having its registered office at................... hereinafter called the Lessor (which

expression unless it be repugnant to the context or meaning thereof shall mean and include its
successors and assigns) of the ONE PART and X Y. Co. Pvt. Ltd., a company incorporated
under the Companies Act, 1956 and having its registered office at................... hereinafter
called the Lessee (which expression, unless it be repugnant to the context or meaning thereof
shall mean and include its Successors and assigns) of the OTHER PART.

WHEREAS

The Lessor is carrying on or engaged in the business of lease financing by leasing various
assets, plants, machineries and equipments and the Lessee has requested the Lessor to
purchase the plant and machinery, described in the Schedule hereunder written and given on
lease to the Lessee, which the Lessor has agreed on the terms and conditions hereinafter
appearing.

NOW THIS DEED WITNESSETH AS FOLLOWS:

(1) In pursuance of the said agreement and in consideration of the rent hereby reserved and of
the terms and conditions, covenants and agreements herein contained and on the part of the
Lessee to be observed and performed, the Lessor hereby gives on lease and the Lessee
hereby takes on lease, the equipments more particularly described in Schedule hereunder for a
periodof................... years, commencing from................... dayof...................

(2) The Lessee shall pay to the Lessor at the address mentioned above or at such place or
places as he may specify in writing from time to time the rent in such amounts and on such
dates as specified in Schedule hereunder. If the said rents are not paid within
................... days from the date mentioned in the Schedule, late charges at the rate of ......

% per month or part thereof will be payable by the Lessee from the due date of payment
till the date of payment.

(3) On signing of this agreement, the Lessee shall pay a sum of RS ................... by way of
lease management fees, which shall be non refundable and a sumof Rs . ............ as security
deposit against his obligation hereunder

(4) The Lessee hereby confirms that he has selected the equipment and the supplier and the
Lessor has not made any statements or representations about the same. The Lessor is not the
manufacturer or supplier of the equipment and he will not be liable or responsible to the Lessee
for any claim, liability, loss, damage or expense of any kind or nature whatsoever arising from
the transportation and delivery of the equipment leased, its storage, installation, use or
operation or its failure to operate or perform or otherwise howsoever. The Lessor hereby
assigns to the Lessee the right to make any claim against the manufacturer or supplier of
equipment for any defect or deficiency or claim for any breach of condition or warranty.

(5) The Lessee warrants that the execution of this lease agreement and the use and operation
of the equipment by the Lessee will not



COMMISSION SUMMARY

WEEKLY SALES CALL REPORT
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Standard Operating Procedure

Date:

SOP Title

Principal Investigator:
Implementation Date:

Lab Phone Number

Process

Hazardous Chemicals

Potential Hazards

Approvals Required

Designated Area




My Company Name

Quote To : Quote Details
DESCRIPTION DISTANCE(KMS) RATE / KM AMOUNT
Subtotal : Rs.00.00

GST 18% : Rs.00.00

TOTAL
AMOUNT : Rs.00.00

Terms and Conditions :



Period From :
Period To :

Salesperson Name :

Temtory :

DATE ORDER
NO

COMMISSION SUMMARY

CLIENT EXTENDED COMMISSION %

TOTAL
INVOICED:
GROSS
COMMISSIONS
EARNED:
LESS
ADVANCED:
OTHER
DEDUCTIONS:
AMOUNT
PAYABLE:

AMOUNT




EMAIL TEMPLATE FOR JOB OFFER

Email subject line: [Company_name] Job Offer / Job Offer from
[Company_name]

Dear [Candidate_name],

We were all very excited to meet and get to know you over the past few
days. We have been impressed with your background and would like to
formally offer you the position of [Job_title]. This is a [full/part] time position
[mention working days and hours.] You will be reporting to the head of the
[Department_name] department. [If applicable: Please note that
[Company_name] is an at-will employer. That means that either you or
[Company_name] are free to end the employment relationship at any time,
with or without notice or cause.]

We will be offering you an annual gross salary of [KES X] and [mention
bonus programs, if applicable.] You will also have [mention benefits as per
company policy, like health and insurance plan, corporate mobile or travel
expenses] and [X] days of paid vacation per year.
[optional: T am attaching a letter with more details about your compensation
plan.]

Your expected starting date is [date.] You will be asked to sign a contract of
[contract_duration, if applicable] and [mention agreements, like
confidentiality, nondisclosure, and non-compete] at the beginning of your
employment.

We would like to have your response by [date.] In the meantime, please feel
free to contact me or [Manager_name] via email or phone on [provide
contact details], should you have any questions.

We are all looking forward to having you on our team.

Best regards,

[your name]
[Signature]




CO-FOUNDER AGREEMENT

BT B {years in figures and words} years vesting schedule beginning
.......... {Co-FOUNDER 1 vesting starting date}, which shall vest ..........th
per month in exchange for consecutive service to the Business Concept and
Technology. Additionally, .......... {Co-FOUNDER 1 name} vesting schedule
shall be subject to a .......... {years in figures and words} year cliff. Co-
FOUNDERs shall all reasonably agree to the definition of “consecutive
service” for purposes of this vesting schedule.

.......... {Co-FOUNDER 2 name} interest in the Company shall vest pursuant
BB iiinies {vears in figures and words} year vesting schedule beginning
.......... {Co-FOUNDER 2 vesting starting date}, which shall vest ......th per
month in exchange for consecutive service to the Business Concept and
Technology. Additionally, .......... {Co-FOUNDER 2 name} vesting schedule
shall be subjectto a .......... {year in figures and words} year diff. Co-
FOUNDERs shall all reasonably agree to the definition of “consecutive
service” for purposes of this vesting schedule.

If a Co-FOUNDER who is subject to a vesting schedule departs the
Company prior to full vesting of his or her shares, the remaining portion of
any unvested shares shall be returned to the Company in accordance with
that vesting schedule.

Section 2.3

The shares issued to each Co-FOUNDER shall come from the same series
and class of shares, such that there are no differences in the rights
(including but not limited to voting and distribution rights) accorded to the
shares issued to each Co-FOUNDER.

Section 2.4

Sale of the Company to an interested third party shall take place if the sale
is authorized by the board of directors and a majority of the outstanding
shares, and otherwise in conformity with all applicable laws.

3. CONFIDENTIALITY

Section 3.1




CASHFLOW FORECAST MONTHLY

[YOUR COMPANY NAME HERE] Internal Monthly Cash
[COMPANY ADDRESS) Flow Projections
[COMPANY CONTACT NUMBER] Fiscal Year [INSERT YEAR]
[COMPANY WEBSITE]

[QUARTER 1] |[QUARTER 2] |[QUARTER 3] |[QUARTER 4]

Operating Cash, Beginning
Sources of Cash:

Receivable collections

Customer Deposits

Loans from the bank - Revolving Line

Others

Total Sources of cash, including beginning - - - -

Uses of Cash:

Payroll, including payroll taxes

Accounts Payable - Venders

Other overhead, inculding rent

Owner's compensation

Line of credit payments

Long term principal payments

Purchases of fixed assets

Estimate income taxes- current year

Others
Total uses of cash . . - .




BOARD RESOLUTION FOR APPOINTMENT
OF INTERNAL AUDITOR

CERTIFIED TRUE COPY OF THE RESOLUTION PASSED AT THE
MEETING OF THE BOARD OF DIRECTORS OF (COMPANY
NAME)HELD AT THE REGISTERED OFFICE OF THE COMPANY

AT (ADDRESS) ON_(DATE) AT (TIME).

"RESOLVED THAT pursuant to the provisions of Section 138 and any
other applicable provisions of the Companies Act, 2013 and the rules
made thereunder and with the consent of the Board be and is hereby
accorded for the appointment of M/s , Chartered Accountant
(Registration No. ) as an Internal Auditor of the Company for the
Financial Year at remuneration as may be mutually

agreed between the Internal Auditor and Board of Directors.

"RESOLVED FURTHER THAT the draft engagement letter as placed
before the Board specifying the scope, functioning, methodology and
remuneration etc. for conducting the exercise as formulated in
consultation with the Audit Committee be and is hereby approved.

"RESOLVED FURTHER THAT for the purpose of giving effect to this
resolution, Mr. ............... , Director of the Company be and is hereby
authorized, on behalf of the Company, to do all acts, deeds, matters and
things as deem necessary, proper or desirable and to sign and execute all
necessary documents, applications and returns for the purpose of giving
effect to the aforesaid resolution.”

Certified True Copy,
For (Company Name)

DIRECTOR
ADDRESS:
CIIY.:
STAIE:




10.

11.

12.

NONDISCLOSURE AGEREMENT

return to the other all Confidential Information or portions thereof in
its possession or control upon the earliest of the

(i) termination of this Agreement, or
(i) breach of any obligation of this Agreement by either party, or
(i) request of the other party.

The parties understand and agree that this Agreement does not
constitute a binding obligation or either party with respect to the
implementation, design, manufacture, sale and/or construction of any
materials or components of either party.

This Agreement constitutes the entire understanding between the
parties with respect thereto. This Agreement may be modified only in
writing signed by a duly authorized representative of each party.

This Agreement is personal to each party and may not be assigned or
transferred without the prior written consent of the other. This
Agreement shall inure to the benefit and shall be binding upon the
parties hereto and their respective legal representatives, successors
and permitted assigns.

It is further understood that the failure or delay by either party in
exercising any right, power or privilege hereunder shall not operate
as a waiver thereof, preclude any other or further exercise thereof, or
the exercise of any right, power or privilege hereunder.

Any notice, request, demand or other communication required
hereunder shall be in writing and deemed to have been fully given
upon receipt if personally delivered or if mailed via certified mail,
return receipt requested, postage prepaid, or the next day if sent via
facsimile or overnight mail, at the address first listed above or at any
other address given by any party in writing to the other party.

Governing Law & Arbitration

a. This Agreement shall be governed by the laws of India. The
Courts in Mumbai shall have exclusive jurisdiction over the subject




FRANCHISE AGREEMENT

. It is a corporation organized and existing under the laws of [SPECIFY COUNTRY
AND/OR STATE/PROVINCE] with its principal place of business in [SPECIFY
COUNTRY];

. The undersigned has the full right, power and authority to sign this Agreement
on behalf of Franchisor;

. The execution, delivery and performance of this Agreement does not and will
not, violate any provisions of [COUNTRY] articles or certificates of incorporation
and bylaws, or any contract or other Agreement to which Franchisor is a party;

. There is no broker, finder or intermediary involved in connection with the
negotiations and discussions incident to the execution of this Agreement, and no
broker, finder, agent or intermediary who might be entitled to a fee, commission
or any other payment upon the consummation of the transactions contemplated
by this Agreement;

. This Agreement has been duly executed and delivered and constitutes a legal,
valid and binding obligation, enforceable in accordance with its terms, except as
enforceability may be limited by bankruptcy, insolvency, reorganization,
moratorium or other similar laws now or hereinafter in effect, affecting the
enforcement of creditors’ rights in general and by general principles of equity,
regardless of whether such enforceability is considered in a proceeding in equity
or at law.

14. FRANCHISEE'S REPRESENTATIONS AND WARRANTIES
Franchisee represents and warrants that:

a. It is a corporation organized and existing under the laws of the [SPECIFY

COUNTRY AND/OR STATE/PROVINCE] with its principal place of business in the




SUPPLIER/ VENDOR EVALUATION FORM

1. General:

1.  Name of Supplier’ Vendor:

1. Address of Supplier’ Vendor:

1L Contact Perzon:

1v. Phone No.

v. FaxNo.

vi. Emal:

ViL 'eb Addrass:

viL Year of Establishment:

ix. Facility Size:

x. Category: Materials Services

2. Manufacturing Facilityv/ Process Facility

1 Deoss the supplier’ vendor has adequatz machinery and equipment to supply matenals
services’ Yes I No

1.  Descnibe available machinery’ equipment:

Sr. & Descripaon No. Scare of Maimcenance
a
b
c
d
-
i Does the supplier’ vendor maintaim 2 mamtenance schedule? Ves No

w.  Does the supplier vandor has adaquate knowledge of the manufacturing processas camed
out by him?

Yes No
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