DCW LTD

POLICY ON PRESERVATION OF DOCUMENTS
[ Pursuant to Regulation 9 of the Securities and Exchange Board of India, (Listing Obligations and
Disclosure Requirements) Regulations, 2015]

INTRODUCTION

In terms of Regulation 9 of the SEBI (Listing Obligations andcldsure Requirements) Regulations,
2015 (“Listing Regulations”), the Board of Directors (the “Boamf’ DCW LIMITED has adopted this
Policy at its meeting held oRebruary 12, 2016 for Preservation of Documents, as required under
applicable regulations.

EFFECTIVE DATE AND POLICY ENFORCEMENT
The Policy shall be effective froni'tay of December, 2015.
PURPOSE OF POLICY

The corporate records of the Company are the important &siséte Company and hence the Company
seeks to access and manage its records effectively, amloliged to create, maintain, preserve and
dispose of records as per this Policy.

This policy categorizes the records that will be presgrindefinitely without any time limit and the
records that will be preserved for specified periodroétand outlines responsibilities to create, maintain
and lawfully dispose of the records. It endorses the preservatioroofisen the Company’s Archives.

OBJECTIVES

To determine preservation period for records/documents based ionrdfegence value and legal
requirements. The following aspects are considered while ari@titite preservation period:

» Company's own information retrieval needs (reference value)

» Statutory requirements under respective statutes;

» Litigation requirements;

* To ensure easy retrieval;

* To ensure that unwanted records do not occupy storage space;
 Toensure Effective Corporate Governance and risk management;

DEFINITIONS

i. “Company” means ‘DCW LIMITED ”;



ii. “Board” means the board of directors of the Company;
iii. “Listing Regulations” means the Securities and Exchange Board of India, (Listing Qbhga&nd
Disclosure Requirements) Regulations, 2015;

iv. “Policy” means this Policy of Preservation of Documents of the Company;

v. “Records” in relation to this policy includes accounting records, “book and papet “book and
paper” as defined in sub-section 12 of section 2, books of account @eddefisub-section 13 of section
2 of the Companies Act, 2013 and statutory and other documents of materiad aipeifi

Any other term not defined herein shall have the same meaniagcebed to it under the Companies
Act, 2013, Listing Agreement, Listing Regulations framed by theuSties Exchange Board of India or
any other relevant regulation/legislation applicable to the Company.

SCOPE OF THE POLICY

For the purpose of achieving the above objectives, the docuswrdeed as per this Policy have been
divided into two sections, i.e. the records or the documents thabevitireserved permanently by the
Company and the records or the documents that will be preserved for the periodstf &tykars and not

permanently. This Policy applies to the records maintainedhdéyCbmpany in any format or medium.
The records which are not required to be retained permanentlybghdlsposed off according to this

Palicy.

AUTHORITY AND RESPONSIBILITY

Pursuant to the Listing Regulations, this Policy has been es$tailiand approved by the Board of
Directors in its meeting held dr?" February, 2016

GENERAL

Notwithstanding anything contained in this policy, the Company shall @rmempliance with any
additional requirements as may be prescribed under any lgulstiens either existing or arising out of
any amendment to such laws/regulations or otherwise and applicable to thargofrom time to time.

CLASSIFICATION OF RECORDS

Based on the requirement and for the purpose of effective maeagjehe period for which the records
of the Company shall be maintained have been classified into two casegorie

I.  Documents whose preservation shall be permanent in nature asrgiMenexure A attached to
this Policy;

Il. Documents whose preservation shall be at least for 8 yers caimpletion of the relevant
transactions as given Annexure B attached to this Policy.



Provided further that the Company may keep the documents as spedafiedrablectronic mode.
While prescribing different time periods for preservationrexfords, the following aspects have been
taken into account:

(@) Compliance with statutory and regulatory requirements.
(b) Requirements of SEBI/RBI/MCA officials to have access to icemt@ords.
(c) Requirements of internal and external auditors to have aoocemdain records.

The documents or records not covered by this Policy shall be manhtaynthe Company for the time
period specified for their preservation under any statute or regyladiathe time being in force.

RESPOSIBILITY

The head of department will be responsible for the maintenameseqvation and destruction of records
pertaining to the respective departments.

All staff and management of the Company shall assist in impigngethis Preservation Policy as
appropriate to their respective roles and responsibilities.

LOCATION OF RECORDS

As mandated by the Companies Act, 2013 or under any other statua@ cecbrds shall be located at

the registered office of the Company. The records for which ndfispglace has been specified under

any statute may be maintained at the corporate office of ehgp@ny or at any other place as may be,
decided by the officers of the Company considering their utilization and ussfulne

RECORD RETENTION SCHEDULE

The records referred to in Annexure A of this Policy shall laentained permanently and the records
which are required to be preserved permanently on the website Gompany shall be preserved in line
with the Archival Policy of the Company.

DESTRUCTION OF DOCUMENTS

After the expiry of the statutory retention period, the preservedndects may be destroyed in
such mode under any instructions approved by the department head(sictizesbf documents

as a normal administrative practice will also be followed fobe trecords which are
duplicate/unimportant/irrelevant.

This applies to both Physical and Electronic Documents.



RECORD APPRAISAL

The Company shall at regular intervals carry out the apprafishé records preserved as per this Policy.
The purpose of the appraisal process shall be to ensurthéhagcords are examined at the appropriate
time to determine;

i.  whether or not they are worthy of archival preservation;
ii.  whether they need to be retained for a longer period as they are still or use;
iii.  whether they should be destroyed. The appraisal of records shafideetaken only after the
approval of the Company Secretary and Chief Financial Officer of the Gympa

AMMENDMENTS

The Board may subject to the applicable laws amend any provismngsjostitute any of the
provision(s) with the new provision(s) or replace this policy dmtirgith a new policy.

However, no such amendment or modification shall be inconsistent withagpkcable

provisions of any law fothe time being in force.

COMMUNICATION AND DISSEMINATION OF THE POLICY

Copy of this policy circulated among all the Director of thempany and communicated the
existence and contents of this policy to the employees. The neloyras shall be informed

about the policyThis policy as amended from time to time shall be made awaikttthe Web site of

the Company

COMPLIANCE OFFICER
The Company Secretary of the Company shall be the Compliance Officer of tipaiGom
REVIEW OF THE POLICY

This policy shall be subject to review by the Board as beageemed necessary and in accordance with
any regulatory amendments.

For DCW LIMITED

Managing Director Chief Executive Officer

Dated
Place:



ANNEXURE A

Records to be preserved permanently

Item No. Records

1. Certificate of incorporation

2. Certificate for commencement of business

3. Memorandum and Articles of Association

4, Agreements made by the Company with Stock Exchanges, Depositories, etc

5. Minute Books of General Meetings, Board and Committee Meetings as per
Companies Act, 2013

6. Register and Index of Members, debenture-holders, if any or other secutéysh
if any

7. Register of Contracts as per Companies Act, 2013

8. Register of Charges as per Companies Act, 2013

9. Register of Investments as per Companies Act, 2013

10. Files relating to premises viz. Title Deeds/Lease Deeds of ownedesdamnd
and building, etc. and related Ledger / Register

11. Authorization / licenses obtained from any statutory authority

12. Policies of the Company framed under various regulations

13. Register of disposal of records

14. Certificates obtained from various statutory authorities

15. Such other records as may be required under any law from time to time




ANNEXURE - B

Records to be preserved for minimum period of eight years

Item No. Records

1. Instrument creating charge or modification (from the date of sdtisfaaf charge) as per
Companies Act, 2013

2. Register of Inter Corporate Loans and Investments as per the Compan18c

3. Annual Returns as per Companies Act, 2013

4, Register of Deposits as per Companies Act, 2013

5. Register of Allotment (from the date of each allotment) as per Compseti€2013

6. Annual financial statements including:
- Annual accounts
- Directors report
- Auditors report

7. Vouchers / Voucher register and books of accounts as defined under sub-E&cti
section 2 of the Companies Act, 2013

8. Income Tax Returns filed under Income Tax Act, 1961

9. All notices in form MBP — 1 received from Directors and KMPs alongwigh a
amendment thereto

10. Return of declaration in respect of beneficial interest in any akarer Companies Act,
2013

11. Copy of newspaper advertisement or publications

12. Records relating to Court Cases / CBI Cases / Police CasesisilLabour Court
Cases/ Arbitration Cases.

13. Compliance Reports received from any statutory authority

14. Correspondences made with any statutory authority

15. Register of Power of attorneys, if any

16. Forms and returns filed with RBI/MCA or with any other statutory authority




