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Contract Essentials Guide 

Your Step-by-Step Guide to Drafting & Understanding Contracts 

 

Introduction 

Contracts are the backbone of any business or professional relationship. A well-drafted contract not 

only protects your rights but also prevents costly disputes in the future. 

At Nexpeak, we simplify contracts for you — whether you’re a startup founder, freelancer, or 

established business. 

This guide will help you: 

• Understand the key elements of a contract. 

• Know the common pitfalls to avoid. 

• Draft contracts that are clear, enforceable, and tailored to your needs. 

Before signing anything, always identify the purpose of the agreement. For example, a freelance 

project contract differs from a vendor supply contract, depending on your business model. 

 

1. Key Elements of Every Contract 

Every valid contract must include: 

1. Offer & Acceptance – Clear agreement between parties. 

2. Consideration – The value exchanged (money, service, or goods). 

3. Legal Capacity – Parties must be legally able to enter the contract. 

4. Lawful Purpose – The contract must comply with the law. 

5. Mutual Consent – Agreement must be free from fraud, duress, or misrepresentation. 

For instance, if you’re hiring a freelancer, clearly define payment and deliverables to avoid 

confusion later. Each contract should reflect the real transaction and expectations. 

 

2. Types of Contracts 

Common contracts used in business: 
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• Employment/Consultancy Agreements 

• Vendor/Supplier Agreements 

• Partnership or Shareholder Agreements 

• Service or SaaS Agreements 

• Non-Disclosure Agreements (NDAs) 

The type and title of the agreement depends on your business domain and deal. For example, a 

SaaS startup will need a “Software Subscription Agreement” while a logistics company may use a 

“Goods Supply Agreement.” Align the contract with your business goal and objective. 

 

3. Common Clauses You Should Include 

• Payment Terms – Amount, schedule, mode of payment 

• Termination Clause – How either party can exit the contract 

• Confidentiality – Protect sensitive business information 

• Dispute Resolution – Mediation, arbitration, or court 

• Governing Law – Which jurisdiction’s law applies 

Imagine you’re onboarding a vendor; include a penalty clause for delayed delivery. Clauses should 

be practical and enforceable, not just legal jargon. 

 

4. Red Flags to Watch Out For 

• Ambiguous language that can be misinterpreted 

• Missing signatures or incomplete dates 

• Unclear responsibilities of parties 

• Overly harsh penalty clauses 

In real life, read every line. For example, if a vendor contract doesn’t define “delivery timelines,” 

you could face delays. Always clarify responsibilities before signing. 

 

Each business has unique needs. For example, an e-commerce startup may need NDAs and supplier 

agreements, while a consultancy may focus on client service agreements. Always tailor contracts 

to your specific business scenario. 

 

Need Assistance? 

Download this guide and submit your details. Our legal experts will draft a custom contract for your 

business or personal needs. Contact us today +91 9027667840 

 


