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POLICY FOP PRESEPVATTON OF DOCUT'IENTS

1, PR,'€FAC€ OE.TECTTVE

Llewat Zinc Linif;d (The Conpany"), being a listed entity, is obtigated to frane a policy

for preservation of docunents in terns of Pegulotion 9 of the Securities and Exchonge

Eoard of India (Listing obtigations and Disclosure Pequirenents) Regulations, 2015 (sEBr-

LODP). As per Pegulalion 9, the listed entity shalt have a policy for preservation of
cocunents. approved by its Boord of Direcfors, classifyng them in ol least two calegories

i.e. (a) docunents whose preservotion shall be pernonent in noture; ond (b) docunenls with

preservation period of not less than eight years after completion of the relevant

transactions. The listed entity may keep such docunents in elecfronic node.

fn accordance with the above Pegulotion 9, the Conpany has froned a Policy for
Preservation of Docunents, 2O16 (hereinofter the "Policy"). The Policy is franed in line

wifh the existing provisions of SEBI-LODR. Any future changes in the SEBI-LODR will,
ipso facto, apply to this Policy.

2. EFFECTTVE DATE

The Policy shall be effective fron f' Decenber 2015.

3. DOCUT,IENTS BE PPESEPVED

This Policy sets the standards for preservation of docunenls of the conpany. broodly
classified in the following cotegories, which nay be preserved, in physical ond/or
electronic mode.
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o CATE6OP A VATTON BE

rN NAruPE

The following documents shalt be naintained and preserved permanently by the conpany.

Alt nodifications, onendnents, odditions, deletions to the said docunents sholl also be

preserved pernanently by fhe Company.

(a) Annual Peporfs of the ComPanY.

(b) i|inufes of the Board i eetings and Board conniffees os prescribed by the

'Secretariol standard-! on l,leetings of Boord of Directors" issued by the rns tute of
Compony Secrefories of fndia.

(c) tllinutes of 
^eneral 

i4eetings (including AGtlls) os prescribed by lhe 'Secrefariol

Standard-Z on General l eetings' issued by the rnstitute of conpany secretaries of
fndio.

(d) Any other document, certificates, stdfutory registers thaf nay be required to
' 

preserved pernanently in terns the conponies Act, 2013 and/ or SEBr Pegulations.

(i0 CA yB- ENTS TO BE FOR T THAN

PSA CO,+{PL OF THE P NT TPANSA

The following documenfs shall be naintained ond preserved for a tern not less thon eighl

years after conpletion of the relevanf trdnsoctions. All nodificafions. anendmenfs,

addifions, deletions to fhe said docunents shall olso be preserved for o tern nol less than

eighl years.

(a) DocunenB/fnfornotion furnished to Stock Exchanges including informotion subnitted
in conpliance of ,EBI-LODP, os anended fron tine lo tine, shall be preserved for a

nininun period of eight years fron the end of the financial year in which the

docunents/infornation is furnished.

(b) Docunents/Infornation subnitted to Pegistror of Conponies / rllinistry of Coryordfe

Affairs in conpliance with the Conpanies Act, 2013 d Rules thereunder shall be

preserved for a ninimum period of eight yeors fron the end of the financial yeor in

which the docunenfs/information is submitted.

(c) Books of Accounts
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(d) Annual Peturns (copies of oll certificales ond docunents required to be annexed

thereto) as per Conpanies Act, 2Ot3

(e) Office Copies of Notices, Agenda, Notes on Agenda of Board Lleetings and Board

Comnittees and other related papers shall be preserved for as long as they renain

current or for eight financial years, whichever is laler and nay be destroyed
lhereafter with the approval of the Board, as prescribed by the "Secretariol

Standord-l on tl4eetings of Eoard of Directors" issued by the fns tute of Conpany

Secretories of fndio.

(f) Office Copies of Notices, Scrutinizer's Report and related popers regordng aeneral

tlleetings (including AGttl) shalt be preserved for as long as lhey renain cuffenl or for
eight financial yeors, whichever is loter and nay be deslroyed thereofter with the

approval of the Boord of Directors, as prescribed by fhe "Secretorial Sfandard-2 on

1enerol tt4eetings" issued by the fns tufe of Conpony Secretaries of Indio.

(g) Attendonce Register for Board fuleeting and recording of attendance of ileetings

lhrough Electronic Llode for eight financial years ond nay be destroyed thereafler with

the approval of the Board of Directors, os Prescribed by the "secretorial Standard'l on

lleetings of Boord of Directors" issued by the rnstilute of conpony Secretaries of
fndia

(h) Any other docunent, certificates, stdtutory registers which nay be required fo be

naintoined and preserved for nof less lhan eighl yeors after conplefion of lhe relevont

transaction under lhe Conpanies Act, 2013 and/or SEBI Pegulafions'

(ii| cArEaoQv c - aENEPAL

fn addition to the docunents mentioned in Cafegory 'A' and 'B' above, other docunenfs,

certificotes, forns, stotutory registers, records, etc' which ore required to be

nandotorily naintained and preserved shall be preserved for o stipulated period of tine as

per fhe existing Rules/ Procedures/ Prdcfices of the conpany or os Per the opplicable

Statufory/ Pegulatory provisions in this regord.

4. PESPONSIBTUW

The Board of Directors of lhe Conpany shatl be responsible for preservation of lhe

docunents in terns of this Policy, in respect of the areas of operations falling under the

charge of each of then.
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/Ŷ
=rU\

K

Page 3



5. DESTPUCEON OF DOCUilENTS

After the expiry of the stafutory retention period, the preserved documents may be

destroyed in such node under the instructions approved by the Board of Direcfors/
concerned Functional Director/ Head of the Department.
This applies to both physical and electronic documents.

6. aENERAL

Notwithstonding anything contained in this Policy, the conpany shall ensure conplionce

with any additional reguirenents os nay be prescribed under any laws/regulations eilher
existing or arising out of any anendnenl to such lows/regulations or otherwise and

applicoble lo the Conpony. from fine to tine.

7. AI,IENDfiIENT TO THE POUCY

Chairnan, tlrlewot Zinc Linited is authorized lo anend or modify this Policy on

recomnendotions of the Audit Connittee. However, no such anendnent or nodification

sholl be inconsistenf with the applicable provisions of any low for lhe tine being in force.
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