
A contract is only as good as the person drafting it
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Basic Drafting 
Skills for 
Contracts 

About this course
The course presents a very brief and basic introduction to 
contracts and the requirements that should be present to 
constitute a valid contract.
The course then continues to deal with the basic structure 
of a contract from beginning to end, explaining every step 
thoroughly.
By the end of the course the foundation would have been 
laid for drafting a basic understandable contract, dealing 
with the ‘do’s’ and ‘do nots’.
Throughout the course the delegate is subject to physical 
drafting of a contract as the course rolls out over two days.
Although this is a ‘hands on’ course in drafting of contracts, 
should the delegate have any extensive experience in 
drafting or working with contracts, it is suggested that 
they rather attend the advanced course.

Course venues and dates
Midrand: 
7 and 8 April 2020 | Time: 8:30 – 16:00
Venue:  To be advised after registration

Course duration
Contract drafting cannot be classifi ed as a purely academic 
learning module as it involves skills development, which 
cannot be ignored.  
It is imperative for a learning outcome, such as, this to run 
the lecturing of the course material parallel to the practical 
skills development of drafting to bring about an eff ective 
empowerment of knowledge to the delegate.  
To enable this outcome, it is imperative that the 
delegates are given ample time to develop these practical 
skills – to avoid the complaint as has been seen in some of 
the previous complaints under course evaluations – that 
this specifi c skill was not adequately developed.

Who should register?
This course has been specifi cally developed for newcomers, 
for example all personnel up to the ranks of middle 
management, undergraduates and anyone 
requiring basic knowledge of the basic structure, drafting 
and understanding of contracts.  
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Bene� ts of attending
This basic practical course will empower delegates with the 
basic knowledge of contracts to confi dently read and 
understand a contract and to look out for the loop holes, 
which can ensnare one when completing a contract, whether 
it be in their personal or professional/work related life. It will 
also enable delegates to draft their own basic contract.

Expert presenter
Dr James Clark has been a practising as an advocate in the 
High Court of South Africa for the past 15 years. He is well-
known for civil and criminal litigation and the drafting of 
contracts. Due to years of litigation experience he is well-
versed in the mitigation of risk when it comes to the pitfalls 
of contracts. The drafting of contracts is a passion for him and 
he has also through the Law Society of South Africa’s (LSSA’s) 
Legal Education and Development (LEAD) division, Damelin 
and KMA lectured on the topic for years. He also has 
international exposure in the drafting of contracts for the 
South African government and with other international 
institutions. He is very knowledgeable in the National Credit 
Act 34 of 2005 and the Consumer Protection Act 68 of 2008, 
specifi cally in the drafting of contracts but also in terms of 
litigation. He has also been the author of various legal 
training curriculums for a variety of institutions and is also 
an internationally published author. Dr Clark also carries a 
Doctoral in Divinity (DD).

Topics
• Introduction to contracts.
• Requirements for a valid contract.
• The general structure of a contract.
• How to draft an understandable contract.

Necessity of being knowledgeable in 
contracts:
Every person is undeniably linked to contracts in their 
personal or professional/work related lives.  There is no 
escaping it, from opening your fi rst bank account, buying 
your fi rst motor vehicle, getting married with an 
antenuptial agreement or to being in a universal partnership, 
including many other scenarios.
In the work-related arena contracts govern from employment 
to most, if not all, of the work environment’s daily activities.
In today’s society – with its ever growing and increasing laws 
and statutes – every person should have a basic knowledge 
and understanding of what makes a contract valid, and how 
to complete and/or draft a basic contract, but most 
importantly, what to look out for when contracting with 
another party – whether it be in their personal or professional 
capacity. 

Course content – 
• introduction to contracts;
• the requirements for a valid contract –
 –  consensus/capacity/legally/possible/physically

 possible/formalities;
• the general structure of contracts – 
 –  heading of the contract/parties to the contract/
  agreement to the contract in whole/index/
  pre-amble/interpretation/defi nitions/specifi c 
  terms/legislative clauses/common terms/ 
  annexures/dating and location of signing the   

 contract/signatures;
• how to draft an understandable contract –
 –  wording of clauses/arranging your words/
  follow the correct word order/beware of 

 cross-references/use provisos correctly; and
 –  organising your contract.

Registration
Registration fee categories (including VAT):
• Practising legal practitioners and other staff  from 

law fi rms: R 3 700 per person.
• Non-practising legal practitioners/others: 

R 5 240 per person.

How to register
• Complete the registration form on page 3 and 4 of this 

document.
• E-mail your completed form, proof of payment and a 

copy of your ID/Passport to Merlin@LSSALEAD.org.za.
• Space is limited, and registration is based on a 

fi rst-come fi rst-serve basis. 
• Registration closes one week prior to the 

commencement of the course.

For more information on this course, e-mail Merlin 
September at Merlin@LSSALEAD.org.za or telephone 
(012) 441 4652 (direct) or (012) 441 4600 (switchboard).

Please note: LSSA LEAD reserves the right to cancel a 
learning activity should the number of participants not 
justify the cost involved.

Bank details
Account holder: Law Society of South Africa 
Bank: First National Bank
Branch: Pretoria
Account number: 6200 964 1079
Branch code: 251445
Reference: BDC/surname and initials.

Other LEAD product o� ers
For more information on seminars and courses on off er, visit 
www.LSSALEAD.org.za. 
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REGISTRATION FORM 
Basic Drafting Skills for Contracts 

Complete the registration form digitally or in clear, block letters. Please e-mail the form, proof of payment and a copy of your 
ID document to Merlin@LSSALEAD.org.za. Registration closes one week prior to commencement. 

A. Venues and dates (Select your preferred date with an ‘X’)

  Midrand: 7 and 8 April 2020

B. Participant’s details

Surname: Initials: Title:

Preferred name:	 Race (for reporting purposes):

ID number:

Postal address: Code:

Employer: Occupation:

Tel (w): (          ) Cell: (          )

E-mail address:

Special dietary requirements (if any): If disabled, nature of disability:

Where did you hear about the course?

  SMS            Word of mouth            Internet            Employer            E-mail           Other 

If other, please specify:

C.  Employer details (NB: Complete this section only if the delegate is being sponsored by their employer)

Firm/company name:

Contact person: Contact person’s e-mail:

Tel: (          ) Contact person’s job title:

Postal/docex address: Code

Do you need an invoice?        Yes           No
If ‘yes’, please provide the 

employer’s VAT number: 

I,                                                                                                   (name of the employer’s authorised account signatory) hereby declare the above 

information to be correct. I accept full responsibility for fees payable to the Law Society of South Africa for the above-mentioned 

participant.

Employer Signature				    Date

NB: Company Stamp

The Law Society of South Africa’s Legal Education and Development Division reserves the right to cancel a 
learning activity should the number of participants not justify the cost involved. Registered participants 
will be given reasonable notice of cancellation.
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PAYMENT DETAILS: 
Basic Drafting Skills for Contracts

Surname and initials of participant: 

C. Payment details

Payment by Electronic Funds Transfer (EFT):      by Employer          by Applicant Amount: R

Name of account: Law Society of South Africa | Bank: First National Bank (FNB)

Branch: Pretoria | Branch code: 251445 | Account number: 6200 964 1079 | Reference: BDC/surname and initials.

Terms and conditions
1. A delegate who wishes to cancel must do so seven or more working days prior to the commencement of the training. A substitute 

may be sent in your place. A completed registration form for the substitute must be forwarded to the LSSA/LEAD for the attention 

of Merlin September.

2. Cancellations must be done in writing and e-mailed to Merlin@LSSALEAD.org.za.

3. You may transfer (at no additional cost and only once) to another training programme with the provision that it is not in the seven- 

day period as stipulated above.

4. Confirmation of the cancellation will be e-mailed to you. Should a delegate not receive a cancellation confirmation from LEAD, it 

means that the cancellation request was not received. Delegates should follow up or it will result in full liability of the training 

amount.

5. Delegates who do not cancel and fail to attend the training will be held responsible for the full course amount.

6. LEAD has the right – in its sole discretion – to postpone or cancel training in any programme initially advertised and offered based 

on insufficient demand. Should LEAD cancel the proposed training, registered delegates will be given reasonable notice of the can-

cellation and all fees paid by the delegate will be refunded.

7. Registration is on a first-come first-serve basis. If payment is not received within seven days of sending the registration form, the 

registration will unfortunately be discarded.

 

General declaration
1. I am familiar with the outcomes of the training specified above and fully comprehend the specifics as explained in this document.

2. I acknowledge that payment needs to be made before attendance of the training.

3. I understand that all fees must be paid to the designated LSSA bank account only. The LSSA will not accept liability if fees are paid 

into any other bank account.

Name of account: Law Society of South Africa | Bank: First National Bank (FNB)

Branch: Pretoria | Branch code: 251445 | Account number: 6200 964 1079 | Reference: BDC/surname and initials.

4. I acknowledge that I have read and understood the above, and that submission of this registration form constitutes acceptance of 

the Terms and Conditions and hereby, sign as proof.

I, hereby agree to abide to all the above terms and conditions relating to the above.

Applicant’s Signature						      Date

Course and registration queries: Merlin September  |   E-mail: Merlin@LSSALEAD.org.za   |   Tel: (012) 441 4652/00

Legal Education and Development    |    LEADers in training of legal professionals and support staff


