
POLICY ON PRDSERVATION AND ARCHIVAL OF DOCUMENTS

A Preamble

A policy on preservatiorl of Documents would ensure safe keeping of the records and
saf-eguard of the documents lrom gelting mish^ndled, while at the same time avoiding
ov€rflow of inventory of documerits. The Board of Directors has therefore formulated this
policy ir1 pursuance of the Companies Act, 2013 read with Secretarial Standards and
Regulation 9 of the Securities and Exchange Board of India (Listing Obligations and
Disclosure Requirements) Regulations, 2015 (the "Listing Reg lations"), on preservation of
the Documents to aid the Company in handling the documents efficiently.

The Company shall have a policy for pres€rvation ofdocuments (including through electronic
mode), as approved by the Board. and disclose on its webs;te certain events or information
prescribed therein to the stock exchange. Such disclosures shall also be made available on the
Company's websit€ for certain periods as statutorily required.

Accordingly, the Board on April 04,2025 has adopted the Preservation and Archival of
Company's Docunrents ("Policy").

Obiectivc and scoD€

The objective ofthis Policy is to have a requisite lranretvork for the preservation & archival
ofthe ComDanv's Documents. which facilitate:
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a)

c)

identification ofrecords that are to be maintained and preserved pentaneDtly;
ideDtification of records that are to be maintained and preserved for a specific period
oftime;
dissem;nation of equal, adequate and timely information to dre stakeholders through
the website ofthe Company:
the stakeholders to track the peffornlance of the Company over regular intervals of
time ard assess the current status ofthe Company;
accessibility ofmaintained Documents at all reasonable times;
decid;ng the mode of preservation of DocLlments, whether ilr physical form or in
electronic tbrm.

e)
f)

This Policy shall be disclosed on the Company's website www.shreeramtwistex.com in order
to inform the siakelrolder to facilitate them to retrieve past information which is of statutory
nature for a period as d;sclosed in the Policy.

Defi nitions and lntcrpr€lation

ln this Policy, words ard expressions shall have the meaning assigned to them below:

shall mean the Companies Act,20l3 and rules fiamed
thereunder, notified by the Ministry of Corporate Affairs,
Covernment oflndia, as anleDded from time to time;

shall mean any law' rules, circulars, guidelines or regulations
issu€d by the Securities and Exchange Board of lndia
("SEBI") and Ministry ofCorporate Affairs ("MCA");



"Books ofAccounts"

shall mean the Board ofDirectors ofthe Company;

shall mean and include records maintaiDed iD respect of-
(i) all sums of money received and expended by a

cornpany and matters in relation to which the
receipl\ and expendirure lake place:

(ii) all sales and purchases ofgoods arrd serv;ces by the
conlpany;

(iii) the assets and liabilities ofthe company; and
(i9 the items ofcost as may be prescribed under section

148 oa the Act in the case of a company which
belongs to any class of companies specified under
that section;

shall mean Shree Ram Twistex Limited;

shall mean all the members ofthe Board of Directors ofthe
Company, including the Independent Directors;

shall mean refers to papers, notes, agreements, notices,
agenda, circulars, advertisements, dcclarations, lorms,
minutes, registers, correspoDdences, challaD or aDy other
record, whether issued, sent, received or kept in pursuance of
th€ Act or under any other law for the time being in force or
otherwise, maintained by the Company either in physical
mode or electronic mode, as required to be maintaincd under
ar)y la\ or fegulalion fof rhe rir))e being ;n force:

shall nean any electronic device such as servers, computer,
laptop, compact disc, floppy disc, pen drive, space on
electronic cloud or any other form of storage and rctrieval
device. considered fcasible. \herher dre .ame is rn posse"sion
or contrcl of the Company or otherwise the Conpany has

controlover access to rt;

shall mean The Securities and Exchang€ Board of lndia
(ListiDg Obligations and Disclosure Requirements)
Regulations,20l5, as ameDded from timeto time;

"Elcctrotic Fotfl'

"Listitry negulnlion"

" Prcsetwlio,t & Archival"

Classificrtion o{Documcnts

shall mean keeping documents, either physically or in
electronic form; and

shall meaD keeping in good order to prevent from being
altered, damaged or destoyed and reasonably acc€ssible.
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L The classificatioD of the Docunrents
under:

for the purpose of preservation shal! be done as

a) where there is a period for which the Document is required to be preseNed as

per Applicable Law(s), for lhe period requiied thereunder.



b) where the pcriod for preservation of the Docunents has not been prescribed

under the Applicnble Law(s), till such period those Documents have
relevance with reference to arry ongoing Iitigations, proceedings, complaints,
disputes, contracts or any like matter.

The Documents whose preservation shall be permanent ilr nature in the arch;v€s of
the Company are listed il] Annexure - A.

3. The Documents whose preservation shall be for periods, not less than eight years

aller conpletion of relevant traDsactioD and miscellaneous are listcd in Annexure -
B.

E Management of the Documcnts

The preservat;on of the Documents is managed to ensure that there is no tampering,
alteratioD, destructioD or any oiher action which would endanger the contenf,
authenticity, utility and accessibility of the Documents.

2. Thc heads of the respective depaftmenls of the Conlpany shall be responsible for
nrainlcnance of the Docurnents.

F DisDosal 
^nd 

(lcsrruction of the Docnt|rents

The DocLnnents specified in Annexure B which are not required to be maintained
and preserved permanently, may be destroyed afler the expiry of the specified
reteDtion period ilr such mode and undef the instruct;ons approved by the lunctional
aDd depaftmental beads.
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2. Disposal and destruction of the Docunents will be done by the respective
depaftments, post the required timefiame after the approval of department head. The
activily is done by the delegated person as direoted by the departneDt head. The
activity w;ll be documented with information on date, tinre, name of the person

approved & disposed arrd way ofdisposal.

Destruction of the Documents as a normal admiDistrative practicc shall bc followed
for the records which are duDlicate/unimoortanvirrelevant.

4. The Documents may also be destroyed as follows:
a) recyclingofnon-confidentialpapers;
b) shredding or otherwise rendering ofunreadable confidential papers; and
c) deleting or dcsrroying electronically stored data.

G ArchivAloflnlormation

Disclosure of events or irlformation under R€qulation 30(8) of the Listins
Regularions.

t.

a) All events or information disclosed under Regulation 30(8) of the Listing
Regulations aDd any other Regulations to dre Stock Exchanges oD which the
Company is listed and hosled on the Company's website shall be available oD

the Company's website for a period of five (5) years or for such period as
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may b€ mandated under law from the date of uploading of the same on the
website. However, ifthe disclosure requires a longer storage, the same will
be considered appropriately

b) On a quarterly basis all announcementv disclosures on the website of the
Company would be nroved to the archival folder after a period of five (5)
years from the date on which such disclosures/ announcements were made.

The archived folder would be available for a period of one (l) or two (2)
years.

2. Disclosure under other statutes ard legislations

a) All infornation required to be uploaded on the Company's websate in
pursuance ofany other sratute / legislation / regulation, shall be hosted on the
Company's website. in the form, manner and for such period as may be

mandated by that stat!(e / legislation / regulation etc.

b) Io cases where the concerned statute / legislatioD / regulation does not
prescribe any period, the required data shall be hosted on the website for a

minimum period of one (l) year from the date of uploading or more if
deemed necessary.

Rcmovsl of records from websit€

Any Documents, information, form, or retum etc. disclosed on the Websit€ may be relnoved
or deleted from the website after such disclosure period as stated above.

Archivins

Post the disclosure period, the records removed from the website shall be placed in electronic
archives. Depending upon the criticality/ importance ofrecords being removed, the Company
may retain those records having long term value iD the archives for pennanent/ specified
period storage and to suitably deal with the records accordingly.

Modifications

Any changes in th€ Policy shall be approved by the Board. The Board shall have the right to
withdraw and / or amend and / or modify any part ofthis Policy or the entire Policy, at any
time, as it deems fit, or from time to tine, a'rd the decision ofthe Board in this respect shall
be final aDd mandatory

Gencral

Where the terms of this Policy differ from any existirg or newly €nacted law, rule, or
regulation, the law, rule or regulation will take precedence over this Policy from the effective
date ofsuch law, rule or regulation.

For interpretation of this Policy, refcrence and reliance may be placed upon
circularyclarifications issued by the MCA, SEBI and/or any other authority.

K



ANNEXURE -A
Prcservrtion - Permanent in Nature

Corporate Records
l Common Seal
2. R€qistmtion Cenificate
l. Constitutional documents i.e. M€morandum and Articles ofAssociation ofthe ComDanv
4. Affidavit from the subscribers to the memorandum and from person named as the first drrectors

5. Minutes' Books ofBoard. Ceneral Meetings and Commiftees Meetings
6. Statutory R€gisters, such as (a) Register of Renewed and Duplicat€ Share Certificate, and (b)

Resister ofCharse.
'7. License and Permissions
8. Statutorv forms exceDt for routine comDliancc
9. Scrutinizers ReDort

t0 .Recister of Members
ll lndex of Members
t2 Audited Financial Statements

l3 Documents related to purcluse of shares/investments in an entity
l4 Books and docum€nts relating to issue of share certificate, including blank forms of share

certificates
B. Accounts and Finance

Annual Audil Repons and Financial Slatement'
). Subsidiarv's Account
l. Intemal/Cost audit ReDorts

4. Compliar)ce/Secretarial Audit Repon
C. Tax Records

Tax ExemDtion and Related documer)ts

2. Tax Bills. receiDts and Davrnents
D- Lesal files and records

Couft Orders
2. BLrsiness Joilll Venlure / Sales Purchase Acreement / Loan / | ease Aq,reemenls

L Trade Mark / CoDv Rishts / Patents

E, Property records

Oriainal Purchase and Sale Aereement
2. Properw Card. Index II. Ownership records issued by Covernment Authority
3. Prooerw Insurance
F. Proiects

Project Documents and Related correspondence (including any proposal of the Project and its
aDprovall

2. The documents containing the terms and conditions regarding op€ration and management of
manufacturins uDits

c. CorresDondence and Internal memo

1. Those pertaininq to non-routine matt€rs or having significant lasting consequences

H. Insurance records
All Insurance Policies



Personnel records
I Pavroll Register
2. Bonus. Gratuitv and other Statutory records
t.
I Material Asreement and Contracts

ANNf,XURI] _ B

Presewation - For not less than 8 vears after comDletion ofthe rel€vant transaction

Coroorate Records
I Annual Relurns and other l-ormq filed $ith MCA
2. Board Apenda and suDDortins documents
L Attendance Resister
4. Office copies ofNotice ofGen€ral Meeting and r€lated papers

5. Office copies of Notice of Board Meeting / Committee Meeting, Agenda, Notes on Agenda
and other related DaDers

6. All notices Dertainins to disclosure of interest ofdirector
7. CorresDondence with DeDartment/Stakeholders
8. Certificates surrender€d to a ComDanv
9. llstrument crealine a charce or modificatio||
10. Any other documents which have been so decided to be preserved by the Function/Department

Heads, either under their own respectiv€ judgments or as required to be preserved by any
sDecific Law

1l Miscellaneous - R€sister of debenture-holders. if anv

12. Miscellaneous- lndexoldebenture-holders. if anv

B. Accounts and Finance
I Annual Plans and Budsets
2. Books ofAccounts. Ledeers and Vouchers

3. Sales lnvoices and Purchase Invoice
4. Bank Statements
5. Investment Records
6. RBI Returns. ifanv
1. Foreien Trade documents. ifany
8. Miscellaneous - General CorresDondence

C. Tax Records
1 Tax Deducted at Source (TDS) records
2. Income tax DaDers and Service tax DaDers

D. Leeal files and records
1 Contracts, Agreements and Related coffespondence (including any proposal that resulted in the

contract and other supportive documentation)
2. Miscellaneous Legal Memoranda, Opinions including subject matter files and Litigation

Files
E. CorresDondence and lntemal memo

CorrespoDdence and memoranda pertaining to routine matters and having no significant
impacl. lasling consequences. For example:

- Routine letters, notes that require no acknowl€dgement or follow-up, such as inter
office memo, letters for transmittal and plans for Meetings:

- Letters ofseneral enquirv and reDlies that complete the cycle ofcorrespondence;
F. Insurance records



l. JoumalEntry supDoft data
2. InsDection ReDorts
3. Claims records (Till settlement is over and claim monev is received)
4. Group lnsurance Plans runtil plan is amended or Terminated)
G. Personnel records
t. Time office/!{R Records and Leave ADDlications
2. Unclaimed Wases Records
3. EmDlovees Information Records

Statutorv Retums lReoorts
5. Miscellaneous - Emolovees Medical Record
H. Electronic records
L Electronic mails (e-mails)

2. lntemet cookies of Web Pase files


