
ANNEXURE A
 

.Reco rd as per Companies Act, 2013 

Sr. No . Record Typ e Preser vation peri od 

1. Memorandum and A rticles of Association Perman ent 

2. Certificate of Incorporation Perm anen t 

3. Minutes of Board and Committee Meetings Perm anent 

4 . Minutes of Sha reholders' Meetings Perm anent 

5. Register and Ind ex of Members Permanent 

6. Resolutions passed by circul at ion 8 Financial Years 

7. Listing Agreem ent exec uted with the stock 
exchanges 

Perm anent 

8. Attendance Register - Board and Committee 
Meetings 

8 Financial Years 

9. Register of investment s in sec urities not held in 
the name of the 
Co mpany 

Perm anent 

10. Register of ren ewed and duplicate certificates Perm an ent 

11. Register of contracts in which Directors are 
interested 

Permanent 

12. Register of Directors, Managin g Director , 
Manager and Secretary 

Permanen t 

13. Register of Directors ' Shareho lding Permanent 

14. Register of Inter-corp orate loans and 
investments 

Permanen t 

15. Register of transfer of shares Perm anent 

16. Register of Transmi ssion of shares Perm anent 

17. Fo rms filed w ith Registrar of Co mpa nies 
(RO C) 

Perm an ent 

18. No tice and Agenda of the Board anel 
Comm ittee Meetings 

8 Financial Years 

19. No tices pertaining to discl osure of Interest by 
the Directors 

8 Financ ial Years 

20. Annual Returns 8 Fina nc ial Years 



Record us per Companies Act, 2013 

2 1. Correspondence with shareholders 8 Financial Year s 

22. Disclosures under SEBI - Substantial 
acquisition of shares and Takeovers, 
Regulations 

8 Financial Years 

23 . Disclosures und er SE BI - Prohibition of 
Insider Trading Regulations 

8 Financ ial Years 

24. Postal Ballot forms 8 Financial Years 

25. Scrutinizer ' s Reports on voting at General 
Meetin gs/ Postal Ballot 

8 Financial Years 

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

8 Financial Years 

27. Investor meet presentations 8 Financial Years 

, 
Accounts and Finance Record s 
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Sr. No. Record Type Preservation Period 

Annual Audited and Financial Statements Permanent 1. 

8 Financ ial Years Books of Accounts, Ledgers & Vouchers 2. 

8 Financial Year s from the 
dat e of redemption 

Inve stment Records 3. 

8 Financial Year s Engagem ent letters from Auditors 4. 

'I ~- ,. 

Sr. No. 
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Preservation Period 

1. Tax Exemption and related document Permanent 

2. 

3. 

Excise Returns, Income Tax Returns, Sales Ta x/ 
VAT Returns, Se rvice Tax Return. 
Documents, Challans and oth er 
details /correspondence relat ed to Exc ise, Income 
Tax, Sales Ta x/ VAT, Service tax 

8 Financial Years 

8 Financial Years 



L egal-files and other Legal Record s 

Sr. no Record Ty pe 

Court Orders 

Contracts, Agreements and Related 
correspondence (including any proposal that 
resulted 111 the contract and other supportive 
documentation) 
Legal Memoranda and Opinions including 
subject matter files. 
Litigation Files 

Preservation Per-iod 

1. Permanent 

2. 8 years after termination or 
expiration of contracts. 

3. 3 years after the closure of 
the litigation. 

4. 3 years after the closure of 
the litigation . 




