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POLICY ON PRESERVATION OF DOCUMENTS
. .
ARCHIVAL OF RECORDS




% SCOPEAND PURPOSE OF POLICY

Records and Documents provide evidence at the time of potential or actual conflict of interest among
stake holders. Documents are also useful to reflect the compliances done by the company in respect of
various statutory obligations.

Regulation 9 of Securities and Exchange Board of India, (Listing Obligations and Disclosure Requirements)
Regulations, 2015 [herein after referred to as “SEBI (LODR) Regulations” or “Regulations”], requires
every listed company to have a policy on preservation of documents/ records either in Physical Mode or
Electronic Mode.

Regulation 30 (8) of SEBI LODR Regulations requires to create and maintain an Archival Policy and
therefore forms part of this Policy. This Policy is intended to ensure compliance particularly with the
Listing Regulations and the applicable provisions of the Companies Act, 2013.

The corporate records of the Company are the important assets for the Company and hence the
Company seeks to access and manage its records effectively, and is obliged to create, maintain, preserve
and dispose of records as per Policy.

This Policy categorizes the records that whose preservation shall be permanent in nature and documents
that will be preserved for specified period of time and outlines responsibilities to create, maintain and

lawfully dispose of the records. It endorses the preservation of records in the Company’s Archives.
“» OBJECTIVE OF THE POLICY - ‘ ‘

The main objective of this policy is to ensure that all the statutory documents are preserved in
compliance with the Regulations and as per Policy framed in compliance with the Regulations and to
ensure that the records no longer needed or which are of no value are discarded after following due
process for the same.

The major objectives of the policy are:

> To identify statutory records to be preserved.

» To identify records to be maintained either for a period of eight (8) years or permanently.

» To decide the mode of preserving the documents, whether in physical form or in electronic form.
>

To help employees understanding their obligations in retaining and preserving the documents and
records.
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Effective corporate governance and risk management;
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Effective information management to support the work of the administrations and provision of .
continued access to it at times when needed;

> Systematic disposal/destruction of Company’s non-current records that have outlived their
administrative usefulness.

» Identification of the Company’s records that are of continuing administrative and historical value to
warrant their transfer to and preservation in the Company’s Archives




“Act” means the Companies Act, 2013, rules framed there under and any amendments thereto.
“Archival” means accumulation/storage of historical records on server/network or at a physical place.

“Board of Directors” or “Board” means collective body of directors of the company or its committee;
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“Company”, “This Company”, “The Company” wherever occurs in the policy shall mean [e] Limited
“Compliance Officer” means the Company Secretary of the Company

“Cu}rent” means running matter or whatever is at present in course of passage.

“Documents” means as defined in sub-section 36 of section 2 of the Companies Act, 2013

“Electronic Records" means as defined in Information Technology Act, 2000 or as amended from time
totime.

“Electronic Form” means any contemporaneous electronic device such as computer, laptop, compact
disc, floppy disc, space on electronic cloud, or any other form of storage and retrieval device, considered
feasible, whether the same is in possession or control of the Company or otherwise the Company has
control over access to it and as defined in Information Technology Act, 2000 or as amended from time
to time.

“Listing Regulations” means the Securities and Exchange Board of India, (Listing Obligations and
Disclosure Requirements) Regulations, 2015

“Maintenance” means keeping documents, either physically or in electronic form.
“Preservation” means to keep in good order and to prevent from being altered, damaged or destroyed.
“Policy” means this Policy of Preservation of Documents of the Company;

“Records” in relation to this policy includes accounting records, books or papers and books and papers
as defined in sub-section 12 of section 2, books of accounts as defined in sub-section 13 of section 2 of
the Companies Act, 2013, statutory and other documents of material significance whether covered
under this Policy or not.

“Register” means a register maintained under the Companies Act, 2013 or the SEBI Act.

< INTERPRETATION

Any other term not defined herein shall have the same meaning as ascribed to it under the Companies
Act, 2013, Listing Agreement, Listing Regulations framed by the Securities Exchange Board of India or
any other relevant regulation/legislation applicable to the Company.
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The Company understands the value of its records. Thus, attached to this Policy are the combinations of
qualities that relate to their importance, usefulness or quality. The following values are offered by the
records: :

e Informational value - All information presented, whether written, pictorial or audio.

e Material value - Intrinsic information about the records that can be retrieved from the material itself,
such as age, provenance, history, software.







