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1. PREAMBLE

The Securities and Exchange Board of India (SEBI) has issued the Securities and
Exchange Board of India ((Listing Obligations and Disclosure Requirements)
Regulations, 2015 (" SEBI LODR") which have come into force from lst December
20L5.

Regulation 9 of the aforesaid Regulations requires the Board of Directors of the
Company to frame a Policy for Preservation of Documents ("Polic/) classifying them
into two categories:

i. Documents whose preservation shall be permanent in nature; and
ii. Documents to be preserved for not less than eight years (after completion of

the relevant transactions).

The documents that are required to be maintained under tJ:is Policy are preserved
considering their importance, usefulness and information. The Company recognizes
that all the documents, whether in physical or electronic mode, form an important and
integral part of the Company's records. The preservation of documents is important in
order to ensure immediate access to the records, its retrieval and authentication.

Further, Regulation 30 (8) of the Listing Regulations also refers to an archival policy as
per which all events or information, which have been disclosed to stock exchange(s)
under Regulation 30, shall be hosted on the website of the Company for a minimum
period of five years, and thereafler as per the archival policy of tJ:e company, as
disclosed on its website.

Accordingly, the Board of Directors of Dollex Agrotech Limited ("the Compan/) has
adopted the Pb[cy for Preservation of Documents.

2. APPLICABILITY AND MODES OF PRESERVATION:

This Policy is applicable to all documents maintained in physical and electronic mode
by the Company. The preservation of documents should be such as to ensure that
there is no tampering, alteration, destrtrction or anything that endangers the content,
authenticity, utility or accessibility of the documents.

The documents not specifically covered under this policy shall be preserved and

maintained in.accordance with the pfovisions of tJ,e respective acts, rules, guidelines

and regulations as applicable under which those documents are maintained.

3. DEFINITIONS.

amendments thereto.

under which the preservation o
Iaw, rules, circulars, guidelines or standards
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,""ttas maintained in respect of- 
+\rr a .-,-,.,".,,.anv arl

(4allsumsofmoneyreceivedandexpendgluvacompanyarrdmattersln
relation to which tr," ,"ceipts ana expenditure take place;

(ii) an safes ana pu1"-h.?lg* of^goods and services by the company;

(iil) tt 
" 

."*ltlutti u"uilities of-the company; and

(M the items of cost as mav;";;";;d"d ;i;; section 148 in the case of a

company which belongs L Lv "r""" 
or 

"ompanies 
specified under that

Eec!i-o1u

withreferencetoarlyorgorrrg--litigation,proceedings,complaint'dispute'
contract or arry like matter'

summons, notice, requisition' ;X;;' iL:t"I:"' io'* and register' whether

issued,sentorkeptinpursuanceoft}risActor,,,,d",arryotherlawforthetime
beingirrfo'ceo'o'therwise'maintainedonpaperorinelectronicform;

' oi"ru-""",i";ii;;ig"r;; "r,tr" irrrot*.tion Technolory Act' 2ooo'

compuler,,1qptoP, compact ai""'' n"ppy {*"'space on electronic cloud' or any

other rorm or storage and r"tri"rral'd"rrice, "o""ia"'"d 
feasible' whether the

safire is in possession or control of the company or otherwise the company has

control over access to it'

lForm.

damaged or destroYed'

a. t " 
itil"i"* Act 2013 and Rules thereunder

b. SEBI Regulations
c. Secretarialstandards
d. A"y;h;;law for the time being in force

Board of Ind'ia (Listing obligation
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The words and phrases used in this Policy and not d'efined here shall derive their

meaning from the APPlicable Law'

4. COVERAGE

This Policy is intended to guide tl-e company and its officer on maintenan'ce of any

il;";;#*, their pr"seruation and disposal'

5. SCOPE

These guid,elines will be valid for determining the-preservation period for to all the

documents, in electronic or phy"i"i"f;;;, ;J*il #;pt""ur" to utt the locations of

the ComPanY.' ' ,

6. PRESERVATION POLICY

Ttre preservation of Documents shall be done in the following manner:

a) where there is a period for.which a Document is required to be preserved as per

Applicable'i"i, flt U'e period prescribed by Applicable Law'

b) where there is no such requirement as per Applicable Law' t{ren for such period

as the document pertains t;-;;;tt", *ti"t, i* 
"o'"t"a 

under the definition of

current documents'

An indicative list of t].e Documents and the timeframe of their presenration is provided

in Annexure- I.

tr

7. MODE OF PRESERVATION

Records/documentsmaybepreservedeitherphysicallyorinelectronjcform.

The presenration location will be the concerned department' If.the location is other

t,.an t,.e concerned department, P;;;" should ul-ao"'*ented and kept in a file for

reference pgrpo"Jlr, 
-ti" 

,""p";,1"; ;A;t*"rrt. il;"" tf critical documents which

need to be presenred for very long periods or permanenfly, the same shall be preserved

i" nt" prooi or other such secure cabinets'

S.DocUMENTsToBEMADEAVAILABLEoNTHEWEBSITEoFTHE
coMpAny AS REQUTRED sf ire coMPAI{ips ect' 2OLg AI{D THE LrsTrNG

REGULATIONS

8.1 As requirPd under the Listing
functional website containing -

Regulations, the Company shall maintain a
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'/ the basic information about ttre Company

t all Information aadlor documents as specified in the applicable

provisions of the Companies Act' 2OL3'

/ all Information and.lor documents as specilied in Regulation 46 (21 of the

Listing Regulations'

,/ all Information and/or documents as mentioned in Regulation 3O of the

Listing Regulations on Material Events'

{ all other Information a*d/or documents as required under the Listing

Regulations,

8.2TheCompanyshallensurethatthecontentsofthewebsitearecorrect.

g.3 The'Co|ir,'y shall update any thange fn the content of its website within

two workir[i# *; the date of such change in content.

8.4lnformationand/orDocumentsthatneedtobemadeavailableunder
Regulation'd; 1t" f,i*airri- o*f"":rr"^.sha11 be made available on the

websitesimultaneouslywitheisclosuretoStockExchanges.

S.STheinformationand'lor'documentsuploadedonthewebsiteshallbe
available for the current fi;;;i'l v"ar "t'a"itt 

U'" Preceding five financial

years.

8.6 Information arldlor Documents shall be arranged under proper heads and

sub heads in such a manner that they "tt' """-iff 
be located/ searched by the

viewers, viz'

t rhe information and.lordocuments may be arranged Iinancial year-wise

*ith;r;;;; segregation irrto the four quarters of t]1e financial year'

0Allpoliciesetc.ort]reinformation/documentsofageneralnaturecanbe

"lrrUU"d 
together at one Place'

g. ARCIITVAL OF DOCUMENTS-

Documents maintained/preservgd bv th9 copnany, as mentioned in the above pafas'

;hrfi;;aintained/ pre-served in the following manner:

Documents maintained in physical form:

a.Allinformationand/ordocumentspe{argingtotlrecurrentfinarrcialyeararrd
for one pr.eceding financiat y"*;ff;;;? rr"rav and maintained in such a

;;;;t'that their retrieval ii easy and quick'
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b. A11 documents pertaining !9 the period prior. to the preceding. finarrcial YeN,

shall be kept irrgood condition atLast "p 
to the minimum period specified for

their maintenance / pr"*"**tio, as mintioned in the Annexures attached

hereto. The said, records 
"rrolrta 

u" also maintained in such a mallner that their

retrieval is easY and quick

Documents maintained in electronic form:

0 A11 documents pertaining t9 the current financial year and for the preceding

{inancial y"u, *t utt be maintained on *"*"', and-backup.be maintained on

scheduled time and a.V. tt" il""t"t't" shall be maintained in such a marl'ner

that their retrieval is easy and quick'

0Backupofalldocumentspertaining.ll"period'nrior..|gthepreceding
financial year shall also be *.iot',i""d on server in good condition at least up to

the minimum period "p""ifi"a 
to' their maintenan-ce / prgse-ryation' The said

records shouldbe also maint,i""a in such a manner titJt tft"it retrieval is easy

and quick'

Document! made available on the website of the company:

AftertheexpiryoftimementionedinCllu,le8.5ofthispolicy-(i.e.fivefinarrcial
years preceding the current fir;;J *ql, ur" ittrot*ation uod'1o' document shall

be removed from the main ;"b"tt;. The eackup of said information and/or

document, which is ,emorr"d'?o* tt" *.in-Gt"it", shall-be maintained/

preserved in the server for a ilt*dperiod or s y"ars and alter exp1ry of this

period of s years, the backup *;;b" p"r**r"t tly removed from the server'

10. DrsPosAL oF RDGTSTERS/DOCUMENTS

The registers/documents mentioned above may be destroyed in-accordance with the

provisions contalned in the Act and the sEBI Laws Jt"r 
"irptoval 

of the Board and in

the presence ot th;Co*p*y Secretary and the CFO'

The Board shatl review, at least once in every three years' the list of documents that

may be destroYed

The comparry shall maintain a -Register 
of Record's and Documents Destroyed'

containing ttie particulars ofth" aa"'i*"nts destroylJ' U'9 year.:o which it pertains'

mode of destruition etc., "."h "ri]-i"-Ei" 
registei sha, be verified by the company

-6""t"tury 
and countersigned by the CFO'

The concerned employee shall be responsible for taking i" tg account the potential

impact on pr"*"*lti6n/destru"tio,, of ttt" ao"t'*""t" t tft"it work area and their

decision to retain/presenre/destroy documents pertaining to their area of work'
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11. E:XCLUSION

Documents/records in respect of which any investigation/enquiry_ is pending, or in
respect of which any legal proceeding is pending, or which is part of any legal dispute,
are not covered u'nder this PotcY.

L2. DISCLOSURE

This Policy shall be placed on the website of the Company'

13. REVIE1V AITD AIVIENDMENTS

1. Compaly's Board will monitor the effectiveness and review the implementation

of t11is Policy, considering its suitability, adequacy and effectiveness.

2. Company reserves the right to vary and/or amend the terms of this Poliry from

time to time.

Dkector
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ANNEXURE - 1

SL NO PARTICULARS
1. D.cumerts and information filed with ROC for Incorporation of the

Company

2. Common seal, certificate of incorporation and certificate of change of
nasre, if any)

3. Certificate for commencement of business, if any

4. tvternorandum of Association and Articles of Association as amended from
time to time

5. *P.tY with the Stock Exchanges and
Depositories, RTA etc.

6. Minutes Books of General Meetings, Board and Committee Meetings as per
Co,mp,,agies Act, 2Ol3 and the Regulation

7. Cancelled Share certificates

8. Licenses, Certificate, and permissions obtained from any statutory
authority

9. Order from Courts and any other regulatory authorities

10. @ired to be maintained under various applicable
laws

11 Statutory forms except for routine compliance

12. instance Title Deeds/Lease Deeds of owned
premises/land. and building, etc. and related Ledger / Register

13. @ framed under the Companies Act, 2013 and
various regulations from time to time.

14. @ents as may be required to be maintained in terms of
applicable law(s) and preserued from time to time
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ANNEXURE - 2

Umited

:- Page9

Prese,rvation Period
PARTICULARS

@withthe
Ministry of CorPorate AffairsAnnual Returns

!i

General

ffiof Financial8 years from the
YeL or comPletion of assessment

under income tax, whichever is
later

@eofmeetinger such

;;;,irg" and suPPorting documents all

gnation/
@onRecords

ffit by the Directors

Instrument creating a charge or

ancial

@tunt documents

i"Jr"aG tax filling and papgrs' project

;;;;;;,s and a''y other such

documents and PaPers'

Scrutinizers feport
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