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POLICY ON PRESERVATION OF DOCUMENTS  
[Under Regulation 9 and 30(8) of SEBI (Listing Obligations and Disclosure Requirements) 

Regulations, 2015] 
 
 
 

1. PURPOSE AND SCOPE  
 
1.1 The purpose of this document is to present a policy statement for Cords Cable Industries 

Limited (Company) regarding preservation of its documents and archival of documents in the 
website in accordance with the provisions of the Companies Act, 2013 and Regulation 9 and 
30(8) of SEBI (Listing Obligations and Disclosure Requirements) Regulations, 2015 (“LODR”). 

 
 1.2  The policy is framed for the purpose of systematic identification, categorization, 

maintenance, review, retention and destruction of documents received or created in the 
course of business.    The policy gives guidelines on how to identify documents that need to 
be maintained, how long certain documents should be retained, how and when those 
documents should be disposed of, if no longer needed and how the documents should be 
accessed and retrieved when they are needed.     

 
2. EFFECTIVE DATE  

 
The Policy shall be effective from 1st April, 2016 
 

3.   CLASSIFICATION OF DOCUMENTS TO BE PRESERVED / RETAINED  
 
 The Company’s physical and electronic documents shall be classified for the purpose of 

preservation as follows:    
 

A.  Documents whose preservation shall be permanent in nature;  
B. Documents whose preservation period shall not be less than eight years after 

completion of the relevant transactions; 
 

    The details of documents for the above categories are given in the Annexure. 
 



 
 
 

 
4. RESPONSIBILITY  
 

All the Employees in the permanent rolls of the Company are responsible for taking into 
account the potential impacts on preservation of the documents in their work area and their 
decision to retain/preserve or destroy documents pertaining to their area. 
 

5. DESTRUCTION OF DOCUMENTS  
 

After the expiry of the statutory retention period, the preserved documents may be 
destroyed in such mode under the instructions approved by the Board of Directors/ 
concerned Functional Director/ Head of the Department. This applies to both physical and 
electronic documents. 
 

6. GENERAL 
 

Notwithstanding anything contained in this Policy, the Company shall ensure compliance with 
any additional requirements as may be prescribed under any laws/regulations either existing 
or arising out of any amendment to such laws/regulations or otherwise and applicable to the 
Company, from time to time. 
 

7. AMENDMENT TO THE POLICY  
 

Board of Directors of Cords Cable Industries Limited is authorized to amend or modify this 
Policy on recommendations of the Audit Committee. However, no such amendment or 
modification shall be inconsistent with the applicable provisions of any law for the time being 
in force. 

 
 
 
 
 
 
 
 



 
 

 
ANNEXURE    

A.     Documents whose preservation shall be permanent in nature:  
 

1.  Minutes of the Board Meetings and Board Committees as prescribed by the “Secretarial 

Standard-1 on Meetings of Board of Directors” issued by the Institute of Company 

Secretaries of India.  

2.  Minutes of General Meetings (including AGMs) as prescribed by the “Secretarial Standard-

2 on General Meetings” issued by the Institute of Company Secretaries of India.  

3.  Any other document, certificates, statutory registers that may be required to preserved 

permanently in terms the Companies Act, 2013 and/ or SEBI Regulations. 

4. Any other record as may be decided by the Managing Director of the Company from time 

to time. 

 
B.    Documents whose preservation period shall not be less than eight years after completion 

of the relevant transactions:  
 
1. Documents/Information furnished to Stock Exchanges including information submitted in 

compliance of SEBI-LODR, as amended from time to time, shall be preserved for a 

minimum period of eight years from the end of the financial year in which the 

documents/information is furnished.  

2.  Documents/Information submitted to Registrar of Companies / Ministry of Corporate 

Affairs in compliance with the Companies Act, 2013 & Rules thereunder shall be preserved 

for a minimum period of eight years from the end of the financial year in which the 

documents/information is submitted.  

3.    Books of Accounts, Vouchers and Bank Statements. 

4. Accounting and Finance records including Annual Financial Statements and Audit Reports 

5. Tax records including annual returns 

 



 

 

6.  Annual Returns (copies of all certificates and documents required to be annexed thereto) 

as per Companies Act, 2013    

7. Office Copies of Notices, Agenda, Notes on Agenda of Board Meetings and Board 

Committees and other related papers shall be preserved for as long as they remain current 

or for eight financial years, whichever is later and may be destroyed thereafter with the 

approval of the Board, as prescribed by the “Secretarial Standard-1 on Meetings of Board 

of Directors” issued by the Institute of Company Secretaries of India.  

8. Office Copies of Notices, Scrutinizer’s Report and related papers regarding General 

Meetings (including AGM) shall be preserved for as long as they remain current or for eight 

financial years, whichever is later and may be destroyed thereafter with the approval of 

the Board of Directors, as prescribed by the “Secretarial Standard-2 on General Meetings” 

issued by the Institute of Company Secretaries of India. 

9. Annual Reports of the Company. 

10. Attendance Register for Board Meeting and recording of attendance of Meetings through 

Electronic Mode for eight financial years and may be destroyed thereafter with the 

approval of the Board of Directors, as prescribed by the “Secretarial Standard-1 on 

Meetings of Board of Directors” issued by the Institute of Company Secretaries of India. 

11. Any other document, certificates, statutory registers which may be required to be 

maintained and preserved for not less than eight years after completion of the relevant 

transaction under the Companies Act, 2013 and/or SEBI Regulations. 

12. Any other record as may be decided by the Managing Director of the Company from time 

to time. 

 

 

******************* 


	POLICY ON PRESERVATION OF DOCUMENTS

