
At:t: 
Item Nos. 17(iv) & (v) 

Policy for Preservation of Documents 

clause 9 of SEBI (Listing Obligations and Disclosure Requirements) Regulations, 2015, 
requires listed entities to have a policy for preservation of documents, approved by its 
Board of Directors, classifying them in at least two categories as follows: 

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

the relevant transactions. 

Clause 30(8) of the Listing Regulations states that companies shall disclose on its website, all such events or information which has been disclosed to Stock Exchange(s) under the clause and such disclosures shall be hosted on the website for a minimum period of five years and thereafter as per the archival policy of the Company, as disclosed on its website. 

In v iew of the above, the following draft policies are being placed before the Board of Directors for its consideration : 

1. Policy for Preservation of Documents 
2. Policy for archival of records on the Company's website 

Burjor D Nariman 
Company Secretary & Head Compliance 

07.1O.201s 

Placed before the Board 
ti~,...,., •• ,.,,---~ &0/10/()jJJo 
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At:t: 
Item No. 17(iv) 

POLICY FOR PRESERVATION OF 
DOCUMENTS 

P licY shall be called "Policy for Preservation of Do 
jlliS O cuments / Records". 

scoP 
e & objective 

P licY is framed pursuant to SEBI (Listing Obr . 
jhe ot_ ns 2015 and serves as a guider 1gat1ons & Disclosure Requirements) 
Regula 10 me for determining the retention period of a 
oocument / records. 

The Policy lays dow~ the manner in which documents / records are to be maintained and 
their period of retention / preservation. 

Definition 

•Act" means the Companies Act 2013 and rules framed thereunder. 

"Document/s or record/s" shall mean Statutory Registers, Index of Registers, Minutes 
of Meetings and Minute Books, books of accounts and Financial Statements as defined under 
the Act, memorandum/s, agreements, contracts, forms, notices, returns, orders, summons, 
requisition or any such other document or record required to be maintained under the Act, 
or any other law for the time being in force and which are maintained in either physical or 
in electronic form and includes records of properties and assets of the company, registered 
trademarks, patents and copyrights. 

Location for maintaining of records 

Documents / records which are required to be maintained ~nd~r the Act or a~y other la'."'s 
rules or regulations for the time being in force shall be maintained at the Reg1s~er~d Off1_ce 
or at such other place provided that in respect of such records, wherever perm1ss1ble prior 
approval of Board of Directors / shareholders as the case may be shall be sought for 
retention of document at any other place. 

Any document / record as mentioned above, if maintained at_ any other place / prer:11ises of 
a third . to a written service level agreement with such 
~ird party, the Company shall enter md onditions of service, retrieval procedure and 
saf Party clearly detailing the terms an c 

ety and security of such documents/ records· 

Sec:ur·ty 1 of records maintained 
ihe c . all be responsible for the maintenance and 
secu/tyrnpany Secretary and Head Compliance~~ Division & the Share Department. 

of documents/ records of the Secretana . 
ihe . . e for the maintenance. a~d secunt~ of 
do~ Chief Financial Officer shall be respons1bl ry and direct and indirect taxation. 

-urnent ounts treasu 
s / records relating to finance, ace ' 

noard N 
ote - October 2015 

1\ 
I 

I 



At:t: 
. ector Plants / Func~ion Heads / Heads of Departments / Sales Unit Heads shall be 

01
;ponsible for the maintenance and security of documents / records of their respective iepartment/s. 

rneY shall take a_dequat~ steps to ens_ure security, integrity, confidentiality of records and adequate protect10~ ag_amst_ unauthorized access, alteration, or tempering of records. The records shall be mamtamed m a manner such that they can be easily retrieved . 
With respect to the maintenance of records in electronic form, the persons responsible for tne maintenance of the records shall additionally also ensure: 

, against loss of records as a result of damage to or failure of the media on which the systems are maintained ; 
, that the signatory of electronic records does not repudiate the signed record as not genuine; 
, that computers, software and hardware are adequately secured and validated to ensure their accuracy, reliability and consistent intended performance; , that computer systems can discern invalid and altered records; , that the records are accurate, accessible and capable of being reproduced for reference later; 
, that the records are at all time capable of being retrieved to a readable and printable forms; 
, that the records are maintained on software which are not rewritable or erasable such as pdf version or some other version which cannot be altered or tampered; , that at least one back up is taken at the end of the day and that such back up is authenticated and dated . Such back up shall be securely kept at a location other than location where the main servers of containing the records are located and if such main services are located outside India, the backup server shall be kept at a place located in India; 
, ensure that any reproduction of non electronic original records in electronic form is complete, authentic, true and legible when retrieved ; , arrange and index the records in a way that permits easy location access and retrieval of any particular record. 

I, Mode of maintaining documents / records 

The Company shall maintain its documents in either physical or electronic form. In case the Company chooses to maintain its documents / records in electronic form, the same shall be subject to the cond itions prescribed under Rule 27(2) of the Companies (Management & Administration) Rules 2014, the Information Technology Act or any other applicable law and amendment/s made thereto from time to time. The persons responsible for maintaining the records as mentioned in Clause 4 above shall ensure that such of the records maintained in electronic form are: 

• maintained in the same formats prescribed under the Act and in accordance with all other requirements stipulated in the Act and the rules made t here under; • adequately recorded for future reference; . . . capable of being readable, retrievable and reproducible m printed form; • capable of being digitally signed and dated; • once digitally signed and dated shall not be capable of being edited or altered 
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At:t: 
persons authorized to access records 

The persons re~ponsi?le for th~ records shall ensure that access to the records is given to the employees in their respective units / divisions / departments on the basis of the job profile and taking into consideration the need to access documents/ records by such employee in connection with their work. 

1
, preservation of documents 

Documents are classified as under: 

(i) documents whose preservation shall be permanent in nature; (ii) documents whose preservation shall be for such period as specified herein. 

A, Documents / Records of Permanent Nature 

The following documents / records are of a permanent nature and shall be preserved permanently. 

1. Register of Members / Index of Members; 
2. Register of Renewed and Duplicate Share Certificates; 3. Disputed cases documents relating to securities of the Company; 4. Register of Charges; 
5. Minutes of proceedings of General Meetings, Board Meetings and other Meetings and Resolutions passed by Postal Ballot; 
6. Register of Contracts or arrangements in which Directors are interested; 7. Register of loans and guarantees given by the Company 8. Register of Investments made by the Company; 
9. Annual Report; 
10. Land records and documents connected with purchase of land/ mutation of land in the name of the company. 
11. Documents relating to immovable properties standing in the name of the Company; 12. Judgements / orders passed by a Court of competent jurisdiction or any other competent authority; 
13. Licenses and permits granted under any statute/ regulations 14. Any documents/ records which may be required to be preserved permanently under any statute or regulation from time to time. 

B. Documents and Records which are not of a permanent nature 

The following documents/ records shall be preserved for such period as is indicated in the table herein below: 

Sr No Particulars of the document Preservation / 
Retention Period -

1. Share certificate forms / books 30 vears -
2. Agenda and accompanying notes for the Board Minimum 10 years or such 

Meetings/ Committee Meetings higher period as may be - required 
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;;o;f;t;h~e~d~o~c~u:m::e~n~t;;~;~~~:~~;:;;~~;~i~~~;~J~~==J .......-- .., Preservation / forms and documents filed ·th Retention Period Companies or any statutory & r w1 I Registrar of M_inimum 10 years or such under the Companies Act or SE:i9~eatory _authorities higher period as may be Annual Return :oulations reauired 
Register of Debenture Holders / 1 d Minimum 10 years Holders n ex of Debenture Mimimum 10 years after 

- 6. Register of Directors 

Disclosure by a Director of his interest 

8. Register of Deposits 

the maturity/ repayment 
of the debentures 
Minimum 10 years after 
cessation of the director 
Minimum 10 years from 
the end of the financial 
year to which it relates 
Minimum 10 years from the 
Financial year in which the 
latest entry is made in the 
Reaister 9. Correspondence with the Stock Exchanqes 10 years 

10. Records relating to payment of Dividend / paid 10 years 
dividends 

11. Records relatina to transfer of shares 10 years 
12. Records relating to transmission of shares 20 years after the 

comoletion of the event 
13. Cancelled / defaced share certificates Minimum 3 years 

14. Legal Opinions taken by the Company from time to Minimum 10 years after the time cessation of the event 
15. Joint Venture Agreements 

(i) Agreements which are subsisting 

(ii) Agreements which have been terminated 

16· Yearend Financial Statements and Auditors Report 
thereon I ·th appropriate ledger related a ong w1 t ts and 

Till the Joint Venture 
subsists 
10 years after the 
termination of the 
Aareement 
16 years immediately 
preceding the current 
financial year 

yea rend trial balances, all other. sta e;e~ooks of 
vouchers relevant to any entry in su 

i---.___'";":;'+a~c~c;2o~u~n~ts~~~~~==-==:=~'=:='.""::~- ~-::=ctttta;;x~la;w~s~/7liMMilrin;i°irrm~u~m:;-~166 yy~ea;;r~s~ a;'tft~e~r l 17, Tax returns filed under direct and indire t the assessment is regulations along with all related documen s comoleted. 
~,,,~===~==~=~~~-:=::-;:::=;;;;;i;;;;;rts"=;~drj-~M~in~i~m~u~m~ 1~6~yYEe~a~r;s~o~r}s~u~c~h 1~8 ·1 · t· n statements an . d b · Bank Statements / reconc1 1a 10 higher peno as may e 

i--_ ;""h o~th:e:r~r:e~la~t:e~d~b~a:n~k: i:n~g~d:o:c;u~m;e~n; t;;;;;~~wils:~-1~r~ea~u~i~re~d~[r~~:~ ~ 
1 --=-. Minimum 16 years or such 

19 . ment 1·ournals; h eriod as may be · Cash books receipt and disburse hig er P reauired 
~L"'===--===~==-==========-=-===--==-J~~~===~-,_dl 
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~ Particulars of the do cument 
Preservation / 

/4"" Agreements for payment of Technolo Retention Period fees gy & Knowhow Minimum 10 years after 
the expiry of the 

~ Transfer Pricing Agreements Aqreement 
Minimum 10 years after 
the expiry of the 

At:t: 

~ 2- cancelled cheques for payment of tax Aqreement 
rt d · es, purchase of Minimum period of 10 prope y, an in payment of import t Id b t · d • an contracts years shou e re ame with the papers in th . files e respective 

...... 23, Details of related party transactions 
Minimum period of 10 
years - 24. Agre_ements relating to procurement of goods and Minimum 3 years after the services 
expiry of the contract/ 
agreement 

25. Employment contracts and data relating tof the Minimum period of 3 years employees of the company after the cessation of 
employment 

26. Statutory Records required to be maintained as per As specified in such the various labour related regulations statute/reaulations 
27. Insurance records Minimum period of 10 

years 
28. Valuation reports in respect of Company's Minimum period of 10 

properties and assets years 
29. Documents relating to creation, modification and Minimum period of 10 

satisfaction of mortgage/ hypothecation in favour years after the repayment 
of the Banks/ Financial Institutions / Debenture of the loan / debentures / 
Trustees bonds etc 

30. Trademarks, patents / copyrights Minimum period of 10 
years after the expiry of 
the license 

31. Papers relating to matters before vario~s Courts of Minimum period of 10 
laws / tribunals/ other competent authority years after the matter is 

completed and closed 
except for Judgements I 
orders passed in such 
litigation by the Court of 
competent jurisdiction/ 
other competent authority 
which shall be kept as 
permanent records as 
aforesaid 

r---..... 
any statutory / regulatory Minimum period of 10 32, Applications made to years after the completion 

authority of the event. ....___ 
Minimum period of 5 years 

33, Internal Audit Reports after the close of the 
observation/s .....__ 
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efof ____ l PP.aairti=ti;icciujj1iaarirssaoiftthh;e~dko;ciu;m;e;;n11t:---,--=-------
~ Preservation / ~-Internal fina~cial co~trol reports ----<s papers relating to investigation of 3 · the EthicalView Policy matters under 
~ Routine correspondence and other records of a routine nature 

_. 37, 

-
Any document which may be required to be 
maintained under any statute / regulation 

Retention Period 
Minimum period of 5 years 
Minimum period of s years 
after the close of the case 
Minimum period of 3 years 
or such higher period as 
may be determined by the 
Function Head, Unit/ 
Division/ Department of 
the concerned Department 
As per the period specified 
by the applicable statute/ 
requlation. 

The period of retent!on for all ~ther documents not expressly mentioned herein shall be decided by the Function Head, Director Plant/ Unit Head / Heads of Divisions/ Departments as the case may be from time to time. 

Destruction of Records 

The destruction of records shall be done in the manner, if any, prescribed under any statute or regulation. In the event no such procedure is prescribed, destruction of records shall be done after seeking the express written approval of the CEO & MD, CFO, Function Head/ Director Plant/ Sales Unit Head/ Heads of Divisions/ Departments as the case may be and a list of the documents/ records so destroyed shall be maintained by the respective Unit/ Division/ Department atleast for a period of five years . 

This Policy has been approved by the Board of Directors at its Meeting held on 

Burjor D Nariman 
Company Secretary & Head Compliance 

o3.10.201s 

Placed before the Board / 
6
_ 

Meeting on .1Ji£7;-,;0
_ 

-- -
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