


Record as per Companies Act, 2013

21. Correspondence with shareholders 8 Financial Years

22 Disclosures under SEBI — Substantial 8 Financial Years
acquisition of shares and Takeovers,
Regulations

23. Disclosures under SEBI — Prohibition of 8 Financial Years
Insider Trading Regulations

24, Postal Ballot forms 8 Financial Years

23, Scrutinizer’s Reports on voting at General 8 Financial Years
Meetings/ Postal Ballot

26. Newspaper cuttings of notices of Board 8 Financial Years
Meeting and Financial Results

27. Investor meet presentations 8 Financial Years

Accounts and Finance Records

Sr. No. Record Type Preservation Period

1. Annual Audited and Financial Statements Permanent

2. Books of Accounts, Ledgers & Vouchers 8 Financial Years

3 Investment Records 8 Financial Years from the

date of redemption
4, Engagement letters from Auditors 8 Financial Years
Tax Records

Sr. No. Record Type Preservation Period

L, Tax Exemption and related document Permanent

2. Excise Returns, Income Tax Returns, Sales Tax/ | 8 Financial Years
VAT Returns, Service Tax Return.

3. Documents, Challans and other 8 Financial Years

details/correspondence related to Excise, Income

Tax, Sales Tax/ VAT, Service tax

e



Legal files and other Legal Records

Sr. no Record Type Preservation Period

1. Court Orders Permanent

2. Contracts, Agreements and Related | 8 years after termination or
correspondence (including any proposal that | expiration of contracts.
resulted in the contract and other supportive
documentation)

3. Legal Memoranda and Opinions including | 3 years after the closure of
subject matter files. the litigation.

4. Litigation Files 3 years after the closure of

the litigation.






