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1) BACKGROUND

Securities and Exchange Board of lndia (Listing Obtigations and Disclosure Requirements)
Regutations, 2015 ('sEBl LODR Regulations") require every Listed Company to frame a policy
for providing framework for adequate protection and preservatjon of the documents of the
Company as per the appticabte statutory requirements re-produced as under:

"Regutation 9: Preservation of Documents

The tisted entity shatt have a Poticy for preservation of documents, approved by its board of
directors, classifyjng them in at teast two categories as fottows'

a) Documents whose preservation shatt be permanent in nature;
b) Documents with preservation period of not tess than eight years after comptetion of the

relevant transactions:

Provided that the tisted entity may keep documents specified in ctauses (a)and (b) jn etectronic
mode. "

Further, Regutation 30 (8) of the SEBI LODR Regulations atso refers to an archivat poticy as per
which att events or information which has been disctosed to stock exchange(s) under regutation
30 shatt be hosted on the website of the Company for a minimum period of five years and
thereafter as per the archivat poticy of the Company.

Besides the above, as per appticabte provisions of Companies Act, 2013 certain documents must
be preserved permanentty or up to a certain prescribed time.

2) OBJECTTVE OF THE POLTCY

The main objectjve of this poticy is to ensure that att the statutory documents are preserved in
comptiance with the Poticy framed as per the SEBI LODR Regutations and to ensure that the
records which are no longer needed or which are of no vatue are discarded after fottowing due
process for the same.

"Documents" refers att the business records tike registers, records, papers, agreements,
notices, advertisements, requisitions, order, dectarations, show cause notice,
correspondence, minutes, or any other record to be maintained as per the statutory
requirement or in order to comply with the requirements of any appticabte taw, whether
required to be submitted to concerned authority or sent to government department or any

associates, or otherwise, and records maintained in the electronic form received or kept
pursuant to the Companies Act,2013, or under any other appticabte taws for time being in

force or otherwise, maintained in physicat or jn etectronic form.

"Preservation" means maintenance of Documents, files and records in usable form in good

order and to prevent them from being altered, damaged or destroyed.

"Maintenance" means keeping documents, either physicatty or in Etectronic form
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"Listing Regulations" or "LODR Regulations" means SEBl (Listing Obtigations and Disctosure
Requirements l Regulations. 20'1 5.

"Stock Exchange(s)" means the stock exchange where the securities of the Company are
tisted

Any other term which is not defined herein shall have the same meaning as defined in the
SEBI (LODR) Regulations, 2015, Companies Act, 2013, or any other applicabte taws or
regulations.

4) POLTCY:

4.1 PRESERVATION OF DOCUMENTS:

A. Preservatlqn of Documents with specific reference to the Com panies Act, 20'l 3 and
SEBI (Listine Obli tions and Disclosure Reauirements) Requlations,2015:

a) Documents whose preservation shall be permanent in nature:

AU those documents whjch are required to be preserved permanentty in accordance with
the provisions of appticabte Act, Rutes, Regutations, Guidetines, Circutars, Notifications
etc. as may be appticabte on the Company from time-to-time shatt be preserved
permanentty. Detaits of documents whose preservatjon shatt be permanent jn nature is
tisted in Annexure-A-

b) Documents with preservation period of not less than eight years after completion of
the relevant transactions:

Att those documents which are required to be preserved in accordance with the
provisions of appticabte Act, Rutes, Regutations, Guidetines, Circutars, Notifications etc.
for a period of not less than eight years after completion of the retevant transactions
shatt be preserved accordingty. Detait of documents with preservation period of not tess

than eight years after completion of the relevant transactions is tisted in Annexure-8.

c) Documents with preservation period other than those mentioned in (2) above:

Att those documents which are required to be preserved in accordance with the
provisions of appticabte Act, Rutes, Regutations, 6uidetines, Circutars, Notifications etc.
for a preservation period of other than those mentioned in Annexure 1 & 2 above shalt

be preserved accordingty.

B. MODES OF PRESERVATION

The Documents may be preserved in:

Physicat form; or
ctronic Form
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The preservation of documents shoutd be such as to ensure that there is no tampering,
atteration, destruction or anything which endangers the content, authenticity, utitity or
accessibitity of the documents.

Att the records shatl be maintained as per the prescribed formats, if any, as amended
from time to time under various rutes and regulations.

c Periodica I ReYiew of the Policv bv the Board of Directors

This poticy shatt be reviewed periodicatty by the Board and amendments affected subject
to approvat of the Board if and when practicat difficutties are encountered. The Board
may atso review this policy on document retention to comply with any locat, state, and
centrat tegistation that may be promutgated from time to time.

D. Susoension of Record Disoosal in the event of Litication or Ctaims

ln case the Company js served with any notice for request of documents or a
governmentat investigation or audit concerning the Company or commencement of any
titigation against the Company, then disposal of documents shatt be suspended untit such
time as the Top Management with the due advice from the tegat.counset determine
otherwise. Such documents shatt be preserved untit the comptetion of the judiciat
proceedings.

E. Reqister of Documents destroyed

The company shatl maintain a register in the form set out in the Annexure C enctosed
hereto wherein it shatt enter brief particutars of the documents destroyed and atI entries
made therein shalt be authenticated by the Company Secretary or such other persons as
may be authorized by the Board for the purpose.

F. Policy Review

This Poticy is framed based on the requirements of Regutation 9 of SEBI (Listing

Obtigations & Disctosure Requirements) Regutations, 201 5.

ln case of any subsequent changes in the Companies Act, 2013 or Regutations which make

any of the provisions in the Policy inconsistent with the Regutations, the provisions of the
Act or Regulations woutd prevail over the Poticy and the provisions in the Poticy woutd
be modified in due course to make it consistent with [aw.

This Poticy shatl be reviewed by the Board of Directors as and when any changes are to
be incorporated in the Poticy due to changes in regulations or as may be fett appropriate
by the Board. Any changes or modification to the Poticy woutd be approved by the Board

of Directors.

c. Policv Severable

This Policy atong with Annexure constitutes the entire document in retation to its subject
matter. ln the event that any term, condition or provision of this Poticy is being hetd to
be in violation of any appticabte taw, statute or regutation, the same shalt be severabte

from t t of this Poticy and shatt be of no force and effect, and this Poticy shatt
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remain in futt force and effect as if such term, condition or provision had not originatty
been contained in this Poticy.

4.2 ARCHIVAL OF DOCUMENTS:

Documents shatt be maintained/ preserved in the following manner:

A. Documents maintained in physical form:

1 . Att information and/or documents pertaining to current financiat year and for one
preceding financiat year shatt be kept handy and maintained in such a manner that
their retrieval is easy and quick.

2. At[ documents pertaining to the period prior to one preceding financiat year, shall be
kept in good condition at teast up to the minimum period specified for their
maintenance / preservation in Annexure attached hereto. The said records be also
maintained in such a manner that their retrievat is easy and quick.

B. Documents maintained in electronic form:

Att documents pertain to current Financia[ year and for one preceding financiat year
shau be maintained on server and Backup be maintained on scheduted tjme and day.
The documents shatl be maintained in such a manner that their retrieval is easy and
quick.

2. Back up of atl documents pertaining to the period prior to one preceding financiat
year shatt atso be maintained on server, in good condition at least up to the minimum
period specified for their maintenance / preservation. The said records be atso

maintained in such a manner that their retrievat is easy and quick.

C. Documents made available on the website of the Company:

After the expiry of time mentioned in the poticy (i.e. five financial years preceding the
current financial year), the information and/or document shall be removed from the
main website. The Backup of said information and/or document which is removed from
the main website shatt be maintained/ preserved in the server for a minimum period of
3 years and after expiry of this period of 3 years the backup may be permanentty removed
from the server.

4.3 DESTRUCTION OF DOCUMENTS:

Any of the documents other than mentioned in this poticy, which are not required to be

maintained and preserved permanently shatt be destroyed.

lf documents / records shoutd not be kept longer than is necessary and shoutd be disposed of at
the right time as unnecessary retention of records consumes time, space and equipment use.

The documents / records referred to in Annexure B shatt be preserved for at teast 8 years (or

additionat ecided by the Company) may be disposed of after the expjry of the periods
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of their preservation, after the approval of the Group General Counset, Chief Financiat Officer
and Company Secretary of the Company.

The Company shatt maintain a register of disposat of records jn the custody of the Comptiance

Officer of the Company, wherein the brief particutars of the records disposed of shatt be entered.

Thjs register of disposal of records shatl be maintained permanentty by the Company with the
assistance of the Comptiance Officer either jn physicaI or etectronic form.

Amendments and updates:

The Board of Directors can amend this Poticy, as and when deemed fit. Any or atl provisions of
this Poticy woutd be subject to revision / amendment jn accordance with the Rutes, Regutations,

Notjfjcations etc. on the subject as may be issued by retevant statutory authoritjes, from time
to time. ln case of any amendment(s), ctarification(s), circutar(s) etc. issued by the relevant
authorities are not consistent with the provisions taid down under thjs Poticy, then such

amendment(s), ctarification (s ), circutar(s) etc. shatI prevait upon the provisions hereunder and

this Policy shatt stand amended accordingty from the effective date as laid down under such

amendment(s), ctarification(s), circular(s) etc.
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Annexure - A

DOCUMENTS / RECORD WHOSE PRESERVATION SHALL BE PERMANENT IN NATURE:

Sr. No. Documents/Records
1 Certificate of incorporation

Memorandum and Artictes of Association

3 Agreements made by the Company with Stock Exchanges, Depositorjes, etc
Minute Books of Generat Meetings, Board and Committee Meetings as per

Companies Act, 2013 and rules made thereunder
5 Register and lndex of Members, debenture-hotders, if any or other securjty

hotders, if any

6 Register of Contracts as per Companies Act, 2013

7 Register of Charges as per Companies Act, 2013

8 Register of lnvestments as per Companies Act, 2013

Fites retating to premjses viz. Titte Deeds/Lease Deeds of owned premises/land
and buitding, etc. and retated Ledger / Register

10. Authorization / ticenses obtained from any statutory authority
11. Poticies of the Company framed under vaaous regutations
12 Register of disposat of records

13. Such other records as may be required under any taw from time to time

7

7

14.

9.
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Sr. NO. Documents / Records

1 lnstrument creating charge or modification (from the date of satisfaction of charge)

as per companies Act, 2013

2 Annuat Returns as per Companies Act, 2013

3 Regjster of Deposits as per Companies Act, 2013

4 Register of Attotment (from the date of each attotment) as per Companies Act, 2013

5 Annuat financiaI statements inctuding:
. Annual accounts
- Directors report
- Auditors report

6 Book of accounts including Vouchers / Voucher register as defined under the
Companies Act, 2013

7 lncome Tax Returns fited under lncome Tax Act, 196'l

8 At[ notices in form MBP 1 received from Directors and KrylPs atong with any

amendment thereto
9 Return of dectaration in respect of beneficiat interest in any share as per Companies

Act, 2013

10. Copy of newspaper advertisement or pubtications

11 Comptiance Reports received from any statutory authority
12 The postat battot and atl other papers or registers retating to postat battot inctuding

voting by etectronic means
'13 Disc tosure/ Return fitted under SEBl (Listing Obtigation and Disctosure Requirements)

Regutations, 2015

Annexure - B

DOCUMENTS / RECORD TO BE PRESERVED FOR A MINIMUM PERIOD OF EIGHT YEARS:

I
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Annexure - C

REGISTER OF DOCUMENTS DESTROYED

Sr.
No.

Section /
Rules in

Companies
Act, 201 3 /

Provisions of
other statue

Description
of document

destroyed

Time up to
which

document
was

preserved

Date of
Destructio

n

Mode of
destruction

lnitiats of
Company

Secretary or
other authorized

perSon
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