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POLICY ON PRESERVATION OF DOCUMENTS AND ARCHIVAL 
 
PREAMBLE 
 
In terms of Regula on 9 of SEBI (Lis ng Obliga ons and Disclosure Requirements) 
Regula ons, 2015, the company is required to formulate a policy for preserva on of 
documents. In terms of Regula on 30(8) of the regula ons the company shall be required to 
formulate a policy on archival of all the disclosure of events/ informa on made to the Stock 
Exchanges and disclosed on the website of the company in accordance with Regula on 30. 
  
SCOPE 
 
This policy is framed for the purpose of systema c iden fica on, categoriza on, 
maintenance, review, reten on and destruc on of documents received or created in the 
course of business. The policy gives guidelines on how to iden fy documents that need to be 
maintained, how long certain documents should be retained, how and when those 
documents should be disposed of, if no longer needed. 
 
This policy shall also govern the disclosure and archival of such contents only which have been 
disclosed on the website of the company pursuant to the compliance with Regula on 30 of 
the Regula ons and to the Stock Exchanges. Other contents displayed/ hosted on the website 
shall be out of the purview of the policy and can be archived / deleted as per the discre on 
of the company. 
 
OBJECTIVES 
 
The main objec ves of this policy are as follows: 
 

 To set standards for classifying, managing and preserva on of documents of the 
Company 

 To ensure that all the documents, disclosures made to the Stock Exchanges pursuant 
to the Regula ons are hosted on the website and then transferred to the archives 
folder of the website of the company a er the comple on of 5 years from the date of 
disclosure of the event. 

 
DEFINITIONS 
 
All the words and expressions used in this Policy shall have the meaning respec vely assigned 
to them under the provisions of the Regula ons and in the absence of its defini on or 
explana on therein, as per the Companies Act, 2013 and the Rules, Circulars, No fica ons 
made / issued thereunder, as amended from me to me. 
 
PRESERVATION OF DOCUMENTS 
 
The documents maintained by the Company shall be classified for the purpose of preserva on 
into two categories namely 
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 Documents whose preserva on shall be permanent in nature 
 Documents with preserva on period of not less than eight years a er comple on of 

the relevant transac ons 
 

Documents whose preserva on shall be permanent in nature: 
 
The documents of a permanent nature as specified in Annexure 1 shall be maintained and 
preserved permanently by the Company subject to the modifica ons, amendments, 
addi ons, dele ons or any changes made therein from me to me.  
 
Provided that all such modifica ons, amendments, addi ons, dele ons in the documents 
shall also be preserved permanently by the Company. 
 
Documents with preserva on period of not less than eight years a er comple on of the 
relevant transac ons: 
 
The documents to be maintained and preserved for a specified me period a er comple on 
of the relevant transac ons as specified in Annexure 2 shall be preserved by the Company for 
the term not less than eight years a er comple on of the relevant transac ons subject to the 
modifica ons, amendments, addi ons, dele ons or any changes made therein from me to 

me. 
 
Provided that all such modifica ons, amendments, addi ons or dele ons in the documents 
shall also be preserved for a term not less than eight years. 
 
Mode of Preserva on 
 
The Documents as classified above may be preserved either in physical or in electronic mode. 
 
Roles and Responsibili es 
 
The respec ve Departmental Heads of the Company shall be responsible for maintenance, 
preserva on and destruc on of documents in respect of the areas of opera ons falling under 
the charge of each of them, in terms of this policy. 
 
Destruc on of Documents 
 
Destruc on of documents a er the said period of 8 years (whose preserva on shall not be 
permanent in nature) shall be done in the presence of Execu ve Director / Managing Director 
of the company in the method as prescribed by the applicable statutes. Destruc on of 
documents as a normal administra ve prac ce will also be followed for the records which are 
duplicate/unimportant/irrelevant. The details of the documents destroyed by the Company 
shall be recorded in the ‘Register for Disposal of Records’ to be kept by the Company Secretary 
in the format prescribed at Annexure. 
 
3. The entries in the register shall be authen cated by the Authorised Person. 
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ARCHIVAL OF DOCUMENTS AND DISCLOSURES 
 
Any disclosure of events or informa on which have been submi ed by the Company to the 
Stock Exchanges under Regula on 30 of the Lis ng Regula ons shall be posted on its website 
and shall be hosted on the website of the company for a period of 5 years from the date of 
its disclosure and shall therea er be archived from the website of the company for a period 
of 3 years from the date of archival. 
 
POLICY REVIEW AND APPROVAL 
 
The Policy shall be subject to review as may be deemed necessary to comply with any 
regulatory amendments or statutory modifica ons or subject to necessary approval of the 
Board of Directors. The Policy was approved by the Board of Directors at their mee ng held 
on 3rd February, 2016. 
 

ANNEXURE 1 
Documents whose preserva on shall be permanent in nature 
 
1. Registra on Cer ficates 
2. Statutory Registers as required under applicable laws 
3. Audited Financial Statements 
4. Minutes of General Mee ngs 
5. Minutes of the mee ngs of the Board of Directors 
6. Minutes of various Commi ee Mee ngs 
7. Agenda of Board Mee ngs 
8. A endance Register of Board Mee ngs and Commi ee Mee ngs 
9. Licenses and other statutory approvals 
10. Material Agreements / Contracts 
11. Orders issued by the Court/ Statutory Bodies 
12. Property Documents and other related records 
13. Investment Documents / Proofs including cer ficates, etc. 
14. Any other document as may be required to be maintained permanently in terms of 
applicable law(s) and preserved from me to me. 
 

ANNEXURE 2 
 

Documents with preserva on period of not less than eight years a er comple on of the 
relevant transac ons: 
 
1. Books of Accounts 
2. Annual Returns 
3. Personnel Documents 
4. Insurance Policies with pending claims/Claims under various policies 
5. Correspondences with Shareholders/ Statutory authori es 
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ANNEXURE 3 
 

Specimen format of the ‘Register for Disposal of Records’ 
 

Par culars of document 
along with provision of law 

Date and mode of 
destruc on 

Ini als of the authorised 
person 

   
   
   

 


