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POLICY ON PRESERVATION AND ARCHIVAL OF DOCUMENTS / 

RECORDS 

1. PREAMBLE 

This Policy on Preservation and Archival of Documents/Records ("Policy") has been 

formulated in accordance with the provisions of the applicable laws, including Regulation 9 of 

the Securities and Exchange Board of India (Listing Obligations and Disclosure 

Requirements) Regulations, 2015, as amended from time to time. 

The purpose of this Policy is to establish a framework for the preservation, maintenance, 

retention, and disposal of documents and records of the Company in an orderly and efficient 

manner and to ensure compliance with applicable statutory and regulatory requirements. 

2. OBJECTIVES 

The objectives of this Policy are: 

 To identify and categorize documents and records for preservation. 

 To ensure proper maintenance, preservation, and retrieval of records. 

 To comply with applicable legal and regulatory requirements. 

 To facilitate systematic disposal of records that are no longer required. 

 To protect documents from unauthorized access, alteration, destruction, or disclosure. 

3. DEFINITIONS 

"Act" 

Means the Companies Act, 2013 and the rules made thereunder, including any statutory 

modification or re-enactment thereof. 

"Board" 

Means the Board of Directors of the Company. 

"Company" 

Means [Name of the Company]. 

"Document(s)" or "Record(s)" 



Includes papers, books, files, registers, records, electronic records, digital records, 

correspondence, agreements, notices, minutes, returns, forms, reports, and any other records 

maintained by the Company in physical or electronic form. 

"Electronic Records" 

Means records maintained in electronic form as defined under applicable laws. 

4. SCOPE 

This Policy applies to all documents and records maintained by the Company, whether in 

physical or electronic form, including records maintained by all departments, functional units, 

and offices of the Company. 

5. CLASSIFICATION OF DOCUMENTS 

Documents shall be classified into the following categories: 

A. Documents whose preservation shall be permanent in nature 

The following documents shall be preserved permanently unless otherwise required under 

applicable law: 

 Certificate of Incorporation and statutory registrations. 

 Memorandum and Articles of Association. 

 Licenses, approvals, and registrations of enduring significance. 

 Minutes Books of meetings of: 

o Shareholders; 

o Board of Directors; and 

o Committees of the Board. 

 Statutory Registers maintained under applicable laws. 

 Orders of Courts, Tribunals, Regulatory Authorities having permanent relevance. 

 Title deeds and ownership documents relating to immovable properties. 

 Policies approved by the Board and their amendments. 

 Any other records required to be preserved permanently under applicable law. 

B. Documents with preservation period of not less than eight years 

The following documents shall be preserved for a minimum period of eight years after 

completion of the relevant transaction or event: 

 Books of accounts and financial records. 

 Annual returns and related filings. 

 Tax records and returns. 

 Attendance records. 

 Contracts and agreements. 

 Correspondence relating to legal, financial, regulatory, and operational matters. 

 Employee records, payroll records, and personnel files (subject to applicable laws). 

 Internal approvals and supporting documents. 

 Records relating to procurement, sales, and operations. 



 Any other document required under applicable laws to be preserved for not less than 

eight years. 

Where any litigation, investigation, inquiry, audit, or regulatory proceeding is pending, the 

relevant records shall be preserved until the final disposal of such matter, notwithstanding the 

retention period prescribed above. 

6. PRESERVATION OF ELECTRONIC RECORDS 

Electronic records shall be maintained in a manner that: 

 Ensures integrity, authenticity, and accessibility. 

 Protects records against unauthorized access, alteration, or destruction. 

 Provides appropriate backup and disaster recovery mechanisms. 

 Enables retrieval within a reasonable time whenever required. 

The Company may maintain records in electronic form in accordance with applicable legal 

requirements. 

7. ARCHIVAL OF DOCUMENTS HOSTED ON WEBSITE 

Pursuant to applicable provisions of the SEBI LODR Regulations: 

 Documents, disclosures, and information required to be hosted on the Company's 

website shall remain available on the website for a minimum period of five years. 

 Thereafter, such documents may be moved to an archival section of the website and 

retained therein for such period as may be determined by the Company, subject to 

applicable laws. 

8. CUSTODY OF DOCUMENTS 

The respective Department Heads shall be responsible for: 

 Proper maintenance and preservation of records under their control; 

 Ensuring compliance with this Policy; 

 Facilitating retrieval of records whenever required. 

The Company Secretary shall oversee compliance with this Policy in respect of statutory and 

regulatory records. 

9. DISPOSAL AND DESTRUCTION OF DOCUMENTS 

Documents that have completed their retention period may be disposed of or destroyed with 

the approval of the authorized officer(s), provided that: 

 No litigation, investigation, inspection, audit, or regulatory proceeding involving such 

documents is pending or anticipated. 

 Disposal is carried out in a manner that preserves confidentiality. 

A record of documents destroyed shall be maintained, containing details such as: 



 Description of documents; 

 Retention period; 

 Date of destruction; and 

 Mode of destruction. 

10. EXCEPTIONS 

If any applicable law prescribes a longer retention period than that specified in this Policy, 

the provisions of such law shall prevail. 

Where there is any conflict between this Policy and applicable law, the applicable law shall 

govern. 

11. REVIEW AND AMENDMENT 

The Board may review, amend, modify, or revise this Policy from time to time to ensure 

compliance with applicable laws and regulatory requirements. 

12. EFFECTIVE DATE 

This Policy shall come into effect from the date of its approval by the Board of Directors and 

shall remain in force until modified or replaced. 

13. DISCLOSURE:   

This Policy will be communicated to all operational employees and other concerned persons 

of the Company and be disclosed on the Company’s website www.icdslimited.com.   

Approved by the Board of Directors of ICDS Limited on 8th February, 2018. 

 


