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1. INTRODUCTION

Pursuant to R€gulation 9 of the SEBI (Listing Obtigat,ons and Drsclosure Requirements)Regulations, 2015 (,,Listing Regutations),. every riiteO Compa^7 
"-n-aff 

frarnllO"o, 
"npreservation of documents. This policy mter a/ia p,ovio"s to. preservatioi oi lo"r,n"n,"where such preservation shall be of permanent nature "" "i"o- 

io*ri"no 
"itnpreservation period of not less than eight years after completion oi if,"'r"r"u"nttransactions to which such document relates. tneretore to'compty-*itt- tfre saiORegulalion the Board of Djrectors (the .Board,) 

of patidar Brifo"* f_ii]it"o'f,"" 
"ooptuothis Policy.

OBJECTIVE

The poljcy is framed for the purpose of systematic identification, categorization,
maintenance, review, retention and destruction of documenta r""uru"J o, 

"ll'u"t"o 
in tf,"course of business. The policy would contain guidelines on how to iden fy documentsthat need to be majntained, how long cedain documents 

"torfO 
O" Li"in,"a,-novl 

"nawhen those documents should be disposed of, if no longer n""o"J 
"nj f,ol,v tn"documents should be accessed and retrieved when they are n-eedui. 

-- - -

3. STATUTORY MANDATE

rhe policy on preservation of documents and archivar is mandated by the provisions ofregulation g of Chapter lll of LODR, 20i5. Under thrs regulation, tt" Corp"ny n", 
"strategic objective of ensuring that significant documents 

"r" "Jou!ro"o "napreserued to eDsure its rongevity of prionty documents incruding its 
"t"atroni" 

.""our"""_

DEFINITIONS

'Act" means the Companies Act, 20i3 including any amendment or modification thereof.

Board: Board means Board of Djrectors of the Company

:::!l:1.":." 9T*. Comptiance officer means the company Secretary of theL/ompany w.ro rs responsibre to perform_duties as required uno"i 
"""tion-z6s 

ot tn"companies Act 2013 and Resutatjon 6 of the sEBr (LGii;; obr;;;ii;;;j bl"cro"u,eRequirements) Regulations 20t 5.

Document: "Document" means all busjness records of the Company in written, printedand recorded matter and electronic forms ot,""oro" 
"no 

i*i,iolJ ir..li", noti"",requisition, order. declaration. form and reqtster. *n"r6.1 i..""i -i^.i'-^."
pursuance of the companies n"t zor:. !e's-ii"i'iru:iij.ff 

"';li;,"# hi:itil:time being in force or otherwise. maintained on p"p", ot."in 
"r""tronii 

iil:- '"''

Employeesr "Emproyees" sha mean the emproyees and office-bearers of the company,including but notlimited to Whole Time Directols

Key Managerlal Personneli "Key Managerial personnel' shall mean the offlcers of thecompany as defined in Sectjon it51) .itn" c"rp""i"" nri, iojii"i iri"J"p?"*rro"a
there under

4.

a)

b)

d)

c)

e)

f)



s) Regulations: "Regulations" shall mean SEBI (Listing Obligations and Disclosure
Requirements) Regulations 201 5.

h) Any other term not defined herein shall have the same meaning as defined in the SEBI
(Listing Obligations and Disclosure Requirements) Regulations 20ib, Companies Act,
20'13, Secufities Contract Regulation Act or any other applicable law or regulations_

5. CLASSIFICATION OF DOCUMENTS

Board of direciors have classified the documents into two categories as follows_
(a) Documents whose preservation shall be permanent jn nature.
(b) Documents with preservation period of not less than eight yearc after completion of
the relevant transactions.

6. RESPONSIBILITY

The departmental head concerned will be responsible for the maintenance, preservation
and destruction of records pedaining to Respective Department.

7. POLICY REVIEW

The policy will be reviewed periodically by the Top Management of the company and
amendments will be effected to subject to approval of the Board if and when practical
difflculties are encountered. The Top management may also revjew this policy on
document retention considering compliance requirements under any local, state, central
legislation that may be formulated from time to time.

8. MODE OF PRESERVATION

Records or documents may be preserved either physically or in electronic form.

9. DESTRUCTION OF RECORDS

The records/Documents shall be reviewed every year or according to need by the
respective department and action shall be laken by department to destroy those records
which are due for disposal.

10. PRESERVATION PERIOD

For detemining the preservation period the documents are categotized as follows:

SR.
NO

Category and description Preservation period

1 Corporate records (certificate of
incorporation, commencement of
business, listing agreement, minutes
book of board, general
meeting and committees thereof,
annual reports originals, staiutory
regjsters to be maintained under
Cornpinies Act and SEBI regulations
Etc)

Permanent



2 AnnualAudit Reports and Financial
Statements

8 years

3 General Ledger
4 lnvestment Records 8 yea6
5 lnsurance Claim files I years
6 lnsurance Plan E years
7 lnsurance settlement
8 Tax Exemption 8 yearsI lncome Tax returns 8 years
10
11

Service Tax records 8 years
Excise Tax records

12 License & app.oval I years
13 Court Orders 8 Vears
14 Employee pay roll records I years
15 Research and development I years
16 Corporate social responsibility 8 years
17 Bank statements I years
18 lnterim fi nancial siatements E years

byqstment journals I years
20
21

Audit and adiusiments I years
Tax bilis, receipts 8 years

22 Contract related correspondence 8 years
23 ROC filling and StockE ahanoe fdlno

in physical and Electronic For;
8 Years from date of

fi inq

11. SUSPENSION OF RECORD DISPOSAL

ln case the Company js served with any notice for request of documents or any empjoyeebecomes aware of a governmental investigation o|. 
"ornrn"n""rn"nt 

of any litigationagainst the Company, such emptoyee sha inform the Top ff.linile,.nunt and any furtherdisposal of documents sha be suspended until such time 
"i 

thu"iop tr,tanagern,eni ,iththe due advice from the legal counsel detemine otherwise.

12. DISCLOSURE OF THIS POLICY

The policy wjll be uploaded on Company,s websjte (www.patidarbuildconltd.com) forpubljc information.

Patldar Buildcon Ltd'+-\:(g* 
Director


