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POLICY FOR PRESERVATION OF DOCUMENTS AND ARCHIVAL 

 

1. INTRODUCTION: 

 

Vaidya Sane Ayurved Laboratories Limited (hereinafter referred to as “Company” or 

“VSAL”) believed in promoting a fair, transparent, ethical and professional work 

environment. This policy aims to preserve documents/records maintained by Company 

either in Physical or Electronic Mode (hereinafter referred to as “Documents”) 

 

This policy has been formulated in accordance with Regulation 9 and Regulation 30 (8) of 

SEBI (Listing Obligations and Disclosure Requirements) Regulations, 2015 {Listing 

Obligations} 

 

2. PURPOSE OF THE POLICY: 

 

Regulation 9 of the Listing Regulations mandates that listed entity shall have policy for 

preservation of documents, approved by its Board of Directors, classifying them in at least 

two categories as follows: 

a. Documents whose preservation shall be permanent in nature; 

b. Documents with preservation period of not less than Eight years after completion of the 

relevant transactions. 

 

Provided that the listed entity may keep documents specified in clause (a) and in Electronic 

mode. 

 

Further, Regulation 30 (8) of the Listing Regulations also refers to an Archival Policy as per 

which all events or information which has been disclosed on stock exchange under 

regulation 30 shall be hosted on the website of the Company for minimum period of 5 (Five) 

years and thereafter as per the archival policy of the Company, as disclosed on its website. 

 

Besides the above, as per applicable provisions of the Companies Act, 2013 certain 

documents must be preserved permanently or up to certain prescribed time. 

 

Accordingly, this policy has been framed keeping in view particularly the requirements of 

Listing obligations and the provisions of the Companies Act, 2013 
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3. POLICY: 

3.1 Preservation of Documents: 

 

a. Preservation of documents with specific reference to the Companies Act, 2013 and SEBI 

(Listing Obligations and Disclosure Requirements) Regulations, 2015 

 

i. The documents whose preservation shall be permanent in nature 

All those documents which are required to be preserved permanently in accordance with the 

provisions of applicable act, rules, Regulations, Guidelines, Circulars, notification etc. as 

may be applicable on the Company from time to time shall be preserved permanently. 

 

ii. Documents with preservation period of not less than Eight years after completion of the Relevant 

Transactions: 

All those documents which are required to be preserved in accordance with the provisions 

of applicable Act, Rules, Regulations, Guidelines, Circulars, and Notification etc. for a period 

of not less than Eight Years after completion of the relevant transactions shall be preserved 

accordingly. 

  

iii. Documents with preservation period other than those mentioned in ii above: 

All those documents which are required to be preserved in accordance with the provisions 

of applicable Act, Rules, Regulations, Guidelines, Circulars, notification etc. for a 

preservation period of other than mentioned in (i & ii) above shall be preserved accordingly. 

 
b. Documents to be made available on the website of the Company as required by the 

Companies Act, 2013 and the Listing Regulations. 

 

Company is to maintain a functional website containing- 

i. The Basic information about the Company, 

ii. All information and/or documents as specified in the applicable provisions of Companies 

Act, 2013. 

iii. All information and/or documents as specified in Regulation 46(2) of the Listing 

Regulations, 

iv. All information and/or documents as mentioned in Regulation 30 of the Listing 

Regulations on Material Events,  
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v. All information and/or documents provided to/filed with stock exchanges. 

 

c. The Company shall ensure that contents of the website are correct. 

d. Information and/or Documents, required to be made available on the website under 

Regulation 46(2) of the Listing Regulations, shall be made available the website within two 

working days from the date of dissemination of information and/or documents by the 

Company, unless specified otherwise {refer Regulation 46(3) of Listing Regulations}. The 

Company shall update any change in the content of its website within two working days 

from the date of such change in content. 

e. Information and/or Documents that need to be made available under Regulation 30 of the 

Listing Regulations shall be made available on the website simultaneously with disclosure of 

stock exchange. 

f. The information and/or documents uploaded on the website shall be available for current 

financial year and for proceeding five financial years. 

g. Information and/or Documents shall be arranged under proper heads and sub heads in 

such manner that they can easily be located/searched by the viewers viz. 

i. The information and/or documents may be arranged financial year wise with further 

segregation into four quarters of the Financial years. 

ii. All policies etc. or the information/documents of general nature can be clubbed 

together at one place. 

 

3.2 Archival of Documents mentioned in Clause (A) & (B) of Clause 3.1: 

Documents mentioned in sub clause (A) & (B) of Clause 3.1 above shall be 

maintained/preserved in the following manner: 

 

Documents maintained in physical form: 

 

a. All information and/or documents pertaining to current financial year and for one 

preceding financial year shall be kept handy and maintained in such a manner that their 

retrieval is easy and quick. 

b. All documents pertaining to the period prior to one preceding financial year, shall be kept 

in good condition at least up to the minimum period 5 years. The said records be also 

maintained in such manner that their retrieval is easy and quick. 
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Documents made available on the website of the Company: 

 

a. After the expiry of time mentioned in clause B (5) of the policy (i.e. Five financial years 

preceding the current financial year), the information and/or document shall be removed 

from the main website. The Backup of said information and/or document which is removed 

from the main website shall be maintained/preserved in the server for minimum period of 3 

years and after expiry of this period of 3 years the backup may be permanently removed 

from the server. 

 

3.3 Destruction of documents mentioned in Sub-clause (A) & (B) of clause 3.1 of this 

policy: 

 

Any of the documents mentioned in sub-clause (A) & (B) of clause 3.1 of this policy, which 

are not required to be maintained and preserved permanently shall be destroyed in the 

following manner: 

 

a. Documents maintained in Physical Form: 

i. After the Expiry of minimum period (or any further period decided by the Company) for 

maintaining or preserving the document, the details of such documents shall be informed to 

the Company Secretary by the person responsible to maintain the said records, for 

destruction.  

 

ii. Company Secretary (for secretarial records and Books of accounts) will evaluate the need 

for further preservation and then give their approval for destruction if considered fit and 

proper. 

 

iii. person responsible to maintain the said records shall arrange to destroy the said records 

of the Company after obtaining the approval of Company Secretary, as the case may be. 

 

iv. Company Secretary shall maintain a Register (Register for destruction of records) for 

recording the details of records of the Company so destroyed. The Company Secretary along 

with the person responsible and the presence the records are destroyed shall endorse the 

relevant entry in the Register for destruction of records/documents.  
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b. Documents maintained in Electronic Form: 

i. After the expiry of minimum period (or any further period decided by the Company) for 

maintaining or preserving the document, the details of such documents shall be informed to 

Company Secretary by the person responsible to maintain the said records for destruction. 

 

ii. Company Secretary (for secretarial records and Books of Accounts), will evaluate the need 

for further preservation and then give their approval for destruction if considered fit and 

proper. 

 

iii. Person responsible to maintain the said records shall arrange to destroy the said records 

of the Company after obtaining the approval of Company Secretary, as the case may be. 

 

iv. Company Secretary shall maintain a Register (Register for destruction of records) for 

recording the details of records of the Company so destroyed. The Company Secretary along 

with the person responsible and the presence the records are destroyed shall endorse the 

relevant entry in the Register for destruction of records/documents.  

 

c. Documents maintained in Archives (for documents made available on website): 

 

i. After the expiry of 3 years from the time the information and/ or document is transferred 

and is lying as backup on the server, all back up information and/ or document may be 

permanently removed from the server, unless otherwise required to be 

maintained/preserved by applicable laws. 

 

ii. The person responsible to maintain the said records shall arrange to remove the said 

records of the Company after obtaining the approval of the Company Secretary. 

 

iii. Company Secretary shall maintain a Register (Register for destruction of records) for 

recording the details of backup records of the Company so removed from the server. The 

Company Secretary along with the person responsible and the person in whose presence the 

backup records are removed/destroyed shall endorse the relevant entry in the Register for 

destruction of records/documents.  

 



 

6 | P a g e  

 

d. Additional requirement of seeking approval of the Board of Directors and/or Central 

Government for destruction of records: 

 

i. In addition to the requirements mentioned in Clause 3.3 (1) & (2) above, the Company 

Secretary shall also seek approval of Board of Directors of the Company and approval of 

Central Government, if required, for destroying the records of the Company. 

ii. The person authorised by the Board of Directors shall in the Register of destruction of 

records {Register as referred in Clause 3.3 (1)(iv) above} endorse the relevant entry of the 

records destroyed in his presence. 

 

4. AMENDMENTS TO THE POLICY: 

 

The Board of Directors can amend this policy, as and when deemed fit. Any or all provisions 

of this policy would be subject to revision/amendment in accordance with Rules, 

Regulations, notifications etc. on the subject as may be issued by relevant statutory 

authorities, from time to time. In case of any amendment(s), clarification(s), circular (s) etc. 

issued by the relevant authorities are not consistent with the provisions laid down under 

this policy, then such amendment(s), clarification(s), circular (s) etc. shall prevail upon the 

provisions hereunder and this policy shall stand amended accordingly from the effective 

date as laid down under such amendment(s), clarification(s), circular (s) etc. 

 

The Board of Directors may review this policy on an Annual Basis. 


