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BACKGROUND

Securities and Exchange Board of India (Listing obligations and Disclosure Requirements)
Regulations 

'2015 ("SEBI LoDR Regulations") require every Listed company to frame a policyfbr providing framework for adequate protection and preservation of the documents of theCompany as per the applicable statutory requirements re-froduced as under:

"Regulation 9: Preservation of Documents

The listed entity shall have a Policy for preservation of documents, approved by its board ofdirectors, classifying them in at reast two categories as follows-

a) Documents whose preservation shalr be permanent in nature;
b) Documents with preservation period of not less than eight years after completion of the

relevant transactions :

Provided that the listed entity may keep documents specified in clauses (a) and (b) in electronic
mode."

Further, Regulation 30 (8) of the SEBI LODR Regulations also refers to an archivalpolicy as per
which all events or information which has been disclosed to stock exchange(s) under regulation
30 shall be hosted on the website of the company for a minimum period of five years and thereafter
as per the archival policy of the Company.

Besides the above, as per applicable provisions of CompaniesAct,20l3 certain documents must
be preserved permanently or up to a certain prescribed time.

l) oBJEC'rrVE oF THE POLTCY

The rnain objective of this policy is to ensure
compliance with the policy framed as per the
records which are no longer needed or which
process for the same.

that all the statutory documents are preserved in
SEBI LODR Regulations and to ensure that the

are of no value are discarded after following due
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2) DEI'lxrrroNs

o "Documents" refers all the business records like registers, records, papers, agreements,
notices, advertisements, requisitions, order, declarations, 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 applicable law, 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 applicable laws for time being in force or otherwise, maintained in
physical or in electronic form.

o "Preservation" means maintenance of Documents, files and records in usable form in good
order and to prevent them from being altered, damaged or destroyed.

o "Maintenance" means keeping documents, either physically or in Electronic fbrm.

' "Listing Regulations" or "LODR Regulations" means SEBI (Listing obligations and
Disclosure Requirements) Regulations, 20 I 5.

o "Stock Exchange(s)" means the stock exchange where the securities of the company are
listed.

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

3) POLTCY:

4.1 PRESERVAT'ION OF DOCUMENTS:

meaning as defined in the
other applicable laws or
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a) Documents whose preservation sha, be permanent in nature:

All those documents which are required to be preserved permanently in accordance withthe provisions of applicable Act, Rules, Regulations, Guidelines, Circulars, Notificationsetc' as may be applicable on the cornpany from tirae-to-time shall be preservedpermanently' Details of documents whose preservation shall be permanent in nature islisted in Annexure-A.

Documents with preservation period of not less than eight years after completion ofthe relevant transactions:

All those documents which are required to be preserved in accordance with the provisions
of applicable Act, Rules, Regulations, Guidelines, circulars, Notifications etc. for a period
of not less than eight years after completion of the relevant transactions shall be preserved
accordingly' Detail of documents with preservation period of not less than eight years after
completion of the rerevant transactions is risted in Annexure-8.

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

All those documents which are required to be preserved in accordance with the provisionsof applicable Act, Rules, Regulations, Guidelines, Circulars, Notifications etc. for a
preservation period of other than those mentioned in Annexure I & 2 above shall be
preserved accordingly.

B. MODES OF PRESERVATION

The Documents may be preserved in:

. Physical fbrrn; or
o Electronic Forrn.

b)

c)
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The preservation of documents shourd be such as to ensure that
alteration, destruction or anything which endangers the content,
accessibility of the documents.

All the records shall be maintained as per the prescribed formats, if any, as amended fromtime to time under various rules and regulations.

]'his policy shall be reviewed periodically by the Board and amendments affected subjectto approval of the Board i1'and when practical difficulties are encountered. The Board mayalso review this policy on document retention to comply with any local, state, and centrallegislation that may be promulgated from time to time.

In case the company is served with any notice for request of documents or a governmental
investigation or audit concerning the company or commencement of any litigation against
the company, then disposal of documents shall be suspended until such time as the Top
Management with the drre advice from the legal counsel determine otherwise. Such
documents shall be preserved until the completion of the judicial proceedings.

E. Register of Documents destroved

The company shall maintain a register in the form set out in the Annexure c enclosed
hereto wherein it shall enter brief particulars of the documents destroyed and all entries
rnade therein shall be authenticated by the company Secretary or such other persons as
may be authorized by the Board for the purpose.

F. Policy Review

there is no tampering,
authenticity, utility or

This Policy is frarned based on the requirements
Obl i gations & Disclosure Req u irements) Regulations,

of Regulation 9 of SEBI (Listing
2015.
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In case of any subsequent changes in the companies Act, 2013 orRegulations which makeany of the provisions in the Policy inconsistent with the Regulations, the provisions of theAct or Regulations would prevail over the Policy and the provisions in the policy wouldbe modified in due course to make it consistent with law.

This Policy shall be reviewed by the Board of Directors as and when any changes are to beincorporated in the Policy due to changes in regulations or as may be felt appropriate bythe Board' Any changes or modification to the lolicy would be approved by the Board ofDirectors.

G. Policy Severable

This Policy along with Annexure constitutes the entire document in relation to its subjectmatter' In the event that any term, condition or provision of this policy is being held to bein violation of any applicable law, statute or regulation, the same shall be severable fromthe rest of this Policy and shall be of no force and effect, and this policy shall remain infull lorce and effect as if such term, condition or provision had not originally beencontained in this policy.

Documents shall be maintairred/ preserved in the foilowing manner:

A. Documents maintained in physical form:

I' AII information and/or documents pertaining to current financial year and for one
preceding financial year shall be kept handy and maintained in such a manner that their
retrieval is easy and quick.

2' All docurnents pertaining to the period prior to one preceding financial year, shall bekept in good condition at least 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 retrievar is easy and quick.

4.2
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B. Documents maintained in electronic form:

I ' All documents pertain to current Financial year and for one preceding financial yearshall be maintained on server and Backup be maintained on scheduleJ time and day.'fhe documents shall be maintained in such a manner that their retrieval is easy andquick.

2' Bacl< up of all documents pertaining to the period prior to one preceding financial yearshall also be maintained on server, in good condition at reast up to the minimum periodspecified for their maintenance / preservation. The said records be also maintained insuch a manner that their retrieval is easy and quick.

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

After the expiry of time mentioned in the policy (i.e. five financial years preceding thecurrent financial year), the information and/or document shall be removed from the mainwebsite' The Backup of said information and/ordocument which is removed from the mainwebsite shall be maintained/ preserved in the server for a minimum period of 3 years andafter expiry of this period of 3 years the backup may be permanently removed from the
server.

Any of the documents other than mentioned in this policy, which are not required to be maintained
and preserved permanently shall be destroyed.

If docurnents / records should not be kept longer than is necessary and should be disposed of at theright time as unnecessary retention of records consumes time, space and equipment use. Thedocuments / records referred to in Annexure B shall be preserved for at least g years (or additionalperiod decided by the company) may be disposed oi afte. the expiry of tn" periods of theirpreservation, after the approval of the Group General counsel, chief Financial officer andCompany Secretary of the Company.
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The company shall maintain a register of disposal of records in the custody of the complianceofficer of the company, wherein the brief particulars of the records disposed of shall be entered.

This register of disposal of records shall be maintained permanently by the company with theassistance of the compriance officer either in physical or erectronic form.

Amendments and updates:

The Board of Directors can amend this Policy, as and when deemed fit. Any or all provisions ofthis Policy wo,ld be subject to revision / amendment in accordance with the Rules, Regulations,Notillcations etc' on the subject as may be issued by relevant statutory authorities, from time totirne' In case of any amendment(s), clarification(s), circular(s) etc. issued by the relevantauthorities are not consistent with the provisions laid down under this policy, then suchamendment(s), clarification(s), circular(s) etc. shall prevail upon the provisions hereunder and thisPolicy shall stand amended accordingly from the effective date as laid down under suchamendment(s), clarification(s), circular(s) etc.
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Annexure - A

NATURE:

Docu ments/Records
Certificate of i ncorporation
Memorandum and Articles of ars*iuti*
Agreements made by the Company
Minute Books of General Meetingq-B;;rd und Committee Meetings as per
Cornpanies Act, 2013 and rules made thereunder
Register and Index
holders, if any

of Members, debenture-holders, @
I{egister of Contracts as per Compani- act, 2013
Register of Charges as per Companles Act,2013
Register of Investments as per Comp.nGiAct, 2013
Files relating to premises viz. title OeedVLease Deeds of owned premises/land
and bLrilding, etc. and related Ledger / Register
Authorization / licenses obtained fro@
Policies of the Company framed rn@
Register of disposal of records
Such other records as may be .equir
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Annexure - R

Documents / Records

::'::::lTcrea'1inas per Companies Act,2013
Annual Returns as per Compunie, a.t, ZOf :
Registe. of De

Annual fi nancial rtat",r,e.,tiirctucling:
- Annual accounts
- Directors report
- Auditors report
Books of accou

Cornpanies Act,2013
,n9r,r" tur O.,r.nt
All notices in fornr
arnendment thereto

Return of declara
Act, 2013

Copy of newspape, aduert@

1:!::1"' :arlotvoting by electronic means
Disclosure/Return filled under SEBI (Listingffi
I{equirernents) RegLrlations, 20 I 5
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Annexure - C

Effective Date: 30fl,May, 2025
Date of Approv:rl by Board of Directors: 30th May,2025
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Sr.

No.

Section /
Rules in

Companies

Act,2013 /
Provisions

of other
statue

Description
of document

destroyed

Time up to
which

document
was

preserved

Date of
Destructio

n

Mode of
destructio

n

Initials of
Company

Secretary or
other

authorized
person
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