
POLSON LIMITED  
(“the Company”) 

Archival Policy / Policy on Preservation of Documents under 
Regulation 9 of the SEBI (Listing Obligations and Disclosure 

Requirements) Regulations, 2015 

Legal Framework: 
 

The Securities and Exchange Board of India (“SEBI”), vide its Notification dated September 2, 2015, issued 
the SEBI (Listing Obligations and Disclosure Requirements) Regulations, 2015 (Listing Regulations). The 
Listing Regulations come into force from December 1, 2015. The Listing Regulations mandate listed 
entities to formulate a Policy for preservation and archiving of documents pursuant to Regulation 9 of 
SEBI (Listing Obligations and Disclosure Requirements) Regulations, 2015. It is in this context that the 
Document Retention and Archival Policy (“Policy”) is being framed and implemented. 
 

Objectives of the Policy: 
 
The objective of this Policy is to classify the documents in two categories i.e. 
(i) documents which need to be preserved permanently & 
(ii) documents which need to be preserved for a specific period of time. 
 
Policy: 
 
The corporate records of Polson Limited (the “Company”) are important assets. Corporate records 
include essentially all records, whether paper or in electronic form. A record may be in the form of a 
memorandum, an e-mail, a contract or a case study and includes computerized desk calendar, an 
appointment book or an expense record etc. 
 
 
The law requires the Company to maintain certain types of corporate records either permanently or for a 
specified period of time. Failure to retain the records could subject the employees and the Company to 
penalties and fines, cause the loss of rights, obstruct justice, adversely impact potential evidence in a 
lawsuit, place the Company in contempt of court, or seriously disadvantage the Company in litigation. 
 
The Company expects all employees to fully comply with this Policy, provided that all employees should 
note the following general exception to any stated destruction schedule: 
 
If an employee has reasons to believe, or the Company informs the employee concerned, that Company 
records are relevant to litigation, or potential litigation (i.e., a dispute that could result in litigation), then 
the employee must preserve those records until the Legal or Respective Department determines that the 
records are no longer needed. This exception supersedes any previously or subsequently established 
destruction schedule for those records. If an employee(s) believe that exception may apply, or has any 
question regarding the possible applicability of that exception, he/she may contact the Company 
Secretary & Compliance Officer of the Company. 
 



The Company, from time to time establishes retention or destruction policies or schedules for specific 
categories of records in order to ensure legal compliance, and also to accomplish other objectives, such 
as preserving intellectual property. While minimum retention periods are suggested, the retention of the 
documents identified in those schedules and of documents not included in the identified categories 
should be determined by the Head of the Department, primarily by the application of the general 
guidelines affecting document retention identified above, as well as any other pertinent factors. 
 
Broadly, there are two kinds of Company records- Temporary and Retained. 
 
1. TEMPORARY RECORDS: 
 
Temporary records include all business documents that are intended to be superseded by final or 
permanent records, or which are intended to be used only for a limited period of time, including, but not 
limited to written memoranda and dictation to be typed in the future, reminders, to-do lists, reports, 
drafts, and interoffice correspondence regarding a client or business transaction. 
 
Temporary records can be destroyed or permanently deleted if in electronic form when a project or 
matter closes. 
 
Upon closing of such temporary files, the respective departments shall gather and review all such 
temporary records. Before destroying or deleting these documents make sure to have duplicates of all 
the final records pertaining to the project or matter. 
 
Upon destruction or deletion, organize the final records (and duplicates) in a file marked “Final” and 
store them appropriately, as required under this Policy. 
 
2. RETAINED RECORDS: 
 
Retained records include all business documents that are not superseded by modification or addition, 
including but are not limited to documents given (or sent via electronic form) to any third party not 
employed by the Company, or to any government agency; final memoranda and reports; 
correspondence; handwritten telephone memoranda not further transcribed; minutes; specifications; 
journal entries; cost estimates; etc. 
 
RECORD RETENTION SCHEDULE: 
Each Head of the Department shall identify and at all times maintain a schedule of temporary and 
retained documents. 
 
Records as per the Companies Act, 2013 and SEBI Regulations 
 
The Company shall maintain all records as per the Companies Act, 2013 and SEBI Regulations for not less 
than 8 (Eight) Years. Documents that are to be made available on the Company’s website in Compliance 
with the SEBI (Listing Regulations and Disclosure Obligations), 2015 will be made available on the 
website for a period of 5 years and thereafter will be archived for a period of 3 years. 
Important Materials of General Meeting, Meeting convened through Postal Ballot, Board & Board 
Committee 
 



Meeting minutes should be retained in perpetuity in the Company's minute book. A clean copy of all 
General Meeting, Meeting convened through Postal Ballot, Board & Board Committee materials should 
be kept as long as they remain current or for 8 financial years, whichever is later. 
Tax Records 
Tax records includes, but are not limited to Documents concerning tax assessment, tax filings, tax 
returns, 
proof of deductions, appeal preferred against any claim made by the relevant tax Authorities. Tax 
 


