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PRESER' ATIO:K OF DOCrME~TS POLICY 

1. PREA ... \1BLE 

1.1 This Policy (hereinafter refened to as .. the Policy·") shall be called '·Presenation of Documents 
Policy'· of\VAPCOS Limited(hereinafter referTed to as the ··company·· ). 

1.2 This Policy has been framed in compliance with the provisions of Regulation 9 of the SEBI (Listing 
Obligations and Disclosme Requirements) Regulations. 2015 (hereinafter refened to as ·'SEBI 
LODR Regulations .. ) which requires eve1y listed company to have a policy on preservation of 
documents.approved by its Board of Directors. classifying them intoatleast two categmies: 

1. Documents whose prese1vation shall be pe1manem in nature: and 
n. Doctmlents to be preserved for not less than eight years after completion of d1e relevant 

u·ansaction. 

1.3 Accordingly. the Board of Directors of the Company. at its meeting held on 28th August. 2022 
approved tllis Policy. Tilis Policy will be effective from the date of listing of Company. 

1.4 The Policy is in conjunction with any extant policy of the Cmporation in the matter of Preservation 
of Documents I Records Retention and also subject to the provisions of other laws viz .. Right to 
Infom1ation Act. 2005. TI1e Public Records Act. 1993 etc .. asapplicable . 

2. OBJECTIVES OF THEPOLICY 

2.1 The objective of the Policy is to ensme that all imponant documents. generated or received by the 
Company. are adequately maintained and prese1ved in compliance with the applicable stattltOI} 
provisions and to facilitate desu11ction of documentsthat are no longer required. at an appropriate 
time in specifiedmanner. 

2.2 The Policy establishes the guidelines for management. retention. prese1vation and desU11etion of 
documents. boili in physical fonu and Electronic Fmm by ilieCompany. 

3. SCOPE OF THEPOLICY 

3.1 Tllis Policy shall apply to all Documents (as mentioned in Clause 4 below}which include records 
maintained in the fmm of books or stored in a computer or tapes or discs or in an: other Electronic 
Fo1111 or u·anscribed infoimation of any type whether expressed in ordinruy or machinelanguage. 

3.2 The preservation of documents. as mandated under me Policy. shall apply to all Documents 
regardless of its location. including all Company locations. off-site locations. computer storage or 
employees' laptopsetc. which ru·e recp.lired to be maintained as per the stannmy requirements of the 
Companies Act. 2013 atld SEBI LODR Regulations. 

4. DOCLlVIE~TS 

4.1 "'Documents·· refers to all cmporate records \Vllich include papers. files. registers. w1itings. memos. 
manuscript. letters/conespondences/cornmunications. work orders. letters of acceptance. 
memorandum of understandings. agreements. detailed project repons. sale deed. conveyance 

Page 2 of 7 



deed.licences. opimons. press releases. circulars. judgments. orders. approvals. registration 
cenificates. plans. etc. generated or received or maintained by the Company in the course of its 
business either in physical form or in Elecu-onic Fmm produced by a computer or by any other 
device but not limited to emails and anaclnnents. scam1ed papers. word documents. presentations. 
spreadsheets. databases. picmres.g:raphics. 

4.2 '"Electronic Form·· means maintenance of documents in any contemporaneous electronic device 
such as computer. laptop. compact disc. floppy disc. space on electronic cloud. or any other fotm of 
storage and retrieval device. considered feasible. whether the same is in possession or control of the 
Company or othetwise the Company has control over access to it. 

5. PRESERVATIO~ SCHEDULE OFDOCl.JMEKTS 

5.1 The Docmnents shall be presetved llllder followingcategmies: 

(a) Documents whose presetvation shall be pennanent innanu·e. 
(b) Documents v,rith preservation period of not less than eight years after completion of the 

relevanm-ansaction. . 
(c) Documents with preservation period specified by stannary authotities llllder applicable laws. 
(d) Documents with presetvation period specified under any other policy of the Company or duly 

approved by the management I ftmctionall su·ategic business mtit head I entity head as per the 
business needs of the Company or delegation of authorities etc .. subjecno (a) to (c). 

6. DOCL~IT~TS WHOSE PRESERVATIO~ SH..-U-L BE PER\1..<\....'\L~T :D.~Afi""RE 

(CATEGORY A) 

6.1 All Doctm1ents as may be required under the applicable statute. laws. rules and regulations. namely. 
including but not limited to the follO\'-'ing: 

1. Cenificate of illCOlJ)Oration: 
n. Memorandum and 1\nicles of association of the Company: 

111. Agreements made by the Company with StockExchanges and Depositoties: 
tv. Pennanent account number: 
v. Tax deduction accollllt number: 

vi. Goods and setvice tax/exportlilnpmtl other regisu·ation cenificates: 
vu. licences. coun orders. awards. patents. trademarks. copy tights: 

shall be preserved petmanently. 

6.2 Stamtmy records and registers that are requit·ed to be mailuai11ed petmanenrly llllder the provisions 
of the Companies Act 2013 includil1g Annual Fil1ancial Statements with Stamtot; Auditors Repon. 
i\nnualRepon. 

6.3 Minutes of the Board Meetin~. Board Conuninee Meetin£s. General :Ieetings of Members etc . 
shall be retained ill petvemiry ill the Company's minutebook. 

6.4 Agenda items and approval note for the agenda items along with relevant annexure thereto 
penaining: to the meeting of the Board I Conmtinee of the Board shall be preserved petmanemly. 

6.5 Documents relating to any propeny of the Company. property tax. Delegation of powers. all 
Policies I Policy Guidelines of the Company framed tmder vatious regulations shall be retained 
perpemally. 
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6.6 The records of disposal I destmction along with the approval obtained under clause 13 of this policy 
shall be prese1ved pennanently. 

7. DOClJVIE~TS TO BE PRESERVED FOR ~OT LESS TIL~"\f EIGHT YEARS AFTER 
C0~1PLETI01\ OF THE RELEVA1,.TTR!\..:.,SACTIO~ (CATEGORY B) 

7.1 The following documents shall be maintained and prese1ved for a tenn not less than eight years 
after completion of the relevant u·ansactions. /til modifications. amendments. additions. deletions to 
the said documents shall also be prese1ved for a tenn nor less than eight years. 

a) Documentslinfmmation fumished to Stock Exchanges including infom1ation submitted in 
compliance of SEBILODR Regulations. as amended from time to time. shall be prese1ved 
for a minimum peliod of eight years from the end of the financial year in which the 
docmnentslinfmmation is thmished: 

b) Documentslinfmmation submitted to Registrar of Companies I Minisuy of Cmporare 
A.ffairs in compliance with the Companies Act. 2013 and Rules theretmder shall be 
preserved for a mininnilll pe1iod of eight years from the end of the financial year in \:vhich 
the docmnents/infonnation is submitted: 

c) Books of Accounts as per Companies Act. 2013: 

d) Board Report: 

e) .Annual Renm1s (copies of all cenificates and documents required to be annexed thereto) as 
per Companies Act. 2013: 

f) Office Copies of Notices. Agenda. ores on Agenda of Board Meetings and Board 
Committees and other related papers shall be preserved for as long as they remain ctUTent 
or for eight financial years. whichever is later and may be desu·oyed thereafter with the 
approval of the Board. as presclibed by the "Secretmial Standm·d-I on Meetings of Board of 
Directors" issued by the Instimte of Company Secretmies of India: 

g) Office Copies of Notices. Scmtinizer's Repon and related papers regm·ding General 
Meetings (including AGM) shall be preserved for as long as they remain cunent or for 
eight fmancial years. whichever is later and may be demoyed thereafter with the approval 
of the Bom·d of Directors. as presc1ibed by the "Secreta1ial Standm·d-2 on General 
Meetings" issued by the Instimte of Company Secrermies of India: 

h) Attendance Register for Board Meeting and recording of attendance of Meetings through 
electronic mode for eight financial years and may be desu·oyed thereafter with the approval 
of the Board of Directors. as presc1ibed by the "Secretmial Srandard-1 on Meetings of 
Board of Directors" issued by the Instinue of Company Secrera1ies of India: 

i) Records under FEMt... I Prevention of Money Launde1ing (Maintenance of Records) Rules. 
2005 shall be retained for a period of 10 years. 

j) Any other document. cenificates. stan1to1y registers which lllllY be required to be 
maintained and preserved for not less than eight years after completion of the relevm1t 
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u·ansactions under the Companies Act. 2013 and/or SEBI LODR Regulations. 

k) Tax Records:Tax records includes records of income tax. IDS. goods and se1vice tax. 
customs dury bur are nor limited ro Documents conceming tax assessment. tax filings. tax 
remms. proof of deductions. pa:ymenr challans. invoices. tax audit repons. appeal prefened 
against any clainlmade by the relevant rax Authmities. Tax Records shall be maintained for 
a minimumperiodof8yearsfromtheendofFinancialYearomptotheyearofassessmen disposal 
of appeal by appellate authmiry whichever is later as the case may be. Where the 
assessment in relation to any year has been reopened. in such case all the books of accmmt 
and documents shall continue to be kept till the assessment so reopened has been completed 
or till appeal for reopening d1e issue is dismissed by judiciary as time baned or it is fmally 
senled at Supreme Comt. 

Transfer P1icing doctmlents and Infmmation must be maintained for a pe1iod of 8 years 
from theendof therelevantassessmenryemi .e .. foratotalpe1iodofl 0 previousyears. 

l) Legal Documents: Legal Documents which include. but shall not be limited to. legal 
memoranda and opinions. pleadings. litigation files. documents relating to cases pending in 
any Conn or Tribtmal or any other Authmiry empowered to give a decision on any maner 
shall be retained till Orders passed by any Coun or Tlibtmal or any Aud10riry or Judgment 
which m·e final in namre and cannot besuperseded. 

Property documents. where the rights in such prope1ty cease to exist. shall be retained for a 
pe1iod of 8 years after the lights in such property cease to exist. Interim Orders shall be 
retained till a Final Order is received or for a period of 8 years whichever is higher. 

Contracts. licenses. loan docmnentation. chm·ge creation documents . guarantees. 
indemnities. joint venture agreements. shm·eholders agreements. other agreements etc .. 
shall be retained for 8 yem·s after the expliy of the tenn or itsvalidity. 

Tender documents shall be retai11ed for a pe1iod of 8 years after the expli)· of the tenu of 
the contract. 

In the coun cases. the connected documents/files should be retained till disposal of the case 
by the highest Coun of appeal and Legal Department should be consulted to dete1mine the 
retention petiod of particular documents. 

m) EmplO)lnent Records I Personnel Records: Office order flle. recmiunem. employment 
and personnel info1mation. perfonnm1ce revie\\ s. memoranda and conespondence. 
complaints. actions taken. rrm1sfers. postings. re-desig:nations. Promotion orders. Appraisal 
records/ Assessment sheets. Leave records rill the employees on rolls or 8 yem·s from the 
date of sepm·ation whichever ishigher. 

n) Press Releases: Press Release shall include. but shall nor be lilnired to. any intimation 
given to the press regardll1g fmm1cial results. Board and General Meetings. perfmmance of 
the Company. other statutory annmmcements. The Company shall retain all Press Releases 
for at least 8years. 

o) E-mails:E-mail A.rchival Policy of the Compm1y will be applicable to all the emails of 
employees under which. inter alia. users' emails are archived automatically for bach.l.1p m1d 
retai11ed i11 Enterprise Vault for 3 years. Account holders are responsible for mai11talilli1g a 
copy of the item in the appropliate file if the time is required to be retained beyond 3years. 

~-
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p) Keeping: in view the documents retention and audit requirements. all E-mails from intemal 
and extemal sources that may be considered to be imponant having: significant impact on 
business u·ansaction should be archived for such relevant petiod as 1113) be applicable by 
either: 
(i) printed in hard copy and kept in the appropriate file: or 
(ii) downloaded to a computer file and kept elecu·onically or on disk as a separatefile. 

8. DOCl~IT~TS WITH PRESERVATIO~ PERIOD SPECIFIED BY STATL!ORY 
AtJ!HORITIES l.J-:\l)ER APPLICABLE LAWS (CATEGORY C) 

8.1 In addition to the documents mentioned in Careg:01y 'A' and 'B' above. od1er documents. cenificates. 
fonus. stannmy registers. records. etc. which are required to be mandatorily maintained and 
preserved shall be prese1ved for a stipulated period of time as per the circulars issued in dlis respect 
from time to time or as per the applicable Stamt01y/ Reg:ulat01y provisions in dlis regard. 

8.2 Information on Website: Disclosures made by the Company to the Stock Exchanges shall be 
hosted on the website of the Company for a minimum pe1iod of five years under SEBI LODR 
Regulations. Upon completion of five years peliod such disclosures shall be removed from the 
website of the Company under this policy of the Company. 

8.3 Specified Orders: 1otwithstanding: anything: contained in this policy. if a higher pe1iod of 
retention of documents is stated in any Act I Stanue or prescribed by StamtOiy Auth01ities in the 
fonu of orders. direction or odmwise. such higher period becomes applicable. 

9. DOCL~IT~TS WITH PRESERVATIOl'i PERIOD SPECIFIED U:\l)ER A .. i\l.' OTHER 
POLICY OF THE COMPAXY OR DULY APPROVED BY THE 1\tV\. .. ~AGEMEl'iT I 
FU~CTIO~AL I STR\TEGIC BL"SL\""ESS LP..!T HEAD I E~TITY HEA.D AS PER THE 
BUSI.!"'\""ESS l\""EEDS OF THE COMPA .. "'\1.' OR DELEGATIO~ OFAUTHORITIES 
(CATEGORY D) 

9.1 In cases of documents not specifically stated or falling under the general p1inciple of d1e documents 
covered by tl1is Policy. such docmnents may continue to be preserved as per the process in 
existence in respective depa1tment. 

10. GE::\""ERU EXCEPTIO~ TO PRESERVATIO~ SCHEDl"LE 

10.1 If there are reasous to believe. or the Company infomlS the employee concemed. that Company 
records are relevant for potential litigation (i.e .. a dispute that could result in litigation). then the 
employee must preserve those records until the Legal or Respective Department detennines that the 
records are no longemeeded. 

11. RESPO~SIDILITY 

11 .1 The Heads of respective Depanments of the Company shall be responsible for prese1vation of the 
documents in tenus of dlis Policy. in respect of the areas of operations falling: under the charge of 
each of them. 

12. l\IODE OF 1\'L\ .. L\!El'iA .. 'CE 

12.1 The Company shall maintain tllese records either in physical or Electronic Fo1m. The applicable 
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provisions of law, rules and regulations with regard to electronic maintenance of records shall be 
adhered to. The said records be also maintained in such a manner that their retrieval is easy and 
quick. 

12.2 All the records shall be maintained as per the prescribed formats , if any, as amended from time to 
time under the various rules and regulations. 

13. DESTRUCTION OF DOCUMENTS 

13 .1 After the expiry of the statutory retention period, the preserved documents may be destroyed. The 
destruction of documents as a normal administrative practice shall be followed for records which 
are duplicate/ unimportant or irrelevant. 

13.2 This applies to both physical and electronic documents. 

14. GENERAL 

14.1 Notwithstanding anything contained in this Policy, the Company shall ensure compliance with any 
additional requirements as may be prescribed under any laws/regulations either existing or arising 
out of any amendment to such laws/regulations or otherwise and applicable to the Company, from 
time to time . 

15. AMENDMENT TO THE POLICY 

15.1 This Policy is framed in line with the existing provisions of the SEBI LODR Regulations. Any 
future changes in the SEBI LODR Regulationswill ipso facto apply to this Policy. 

15.2 In case of any modification I amendment I re-enactment of any existing acts, rules, regulations, 
guidelines, etc. or an enactment of any new act, rules, regulations, guidelines, etc., which are 
inconsistent with this Policy, then such modified I amended I re-enacted provision or new 
provisions shall prevail over the Policy. 

16. DISCLOSURE ON WEBSITE 

16.1 A copy of the Policy including amendments thereto shall be hosted on the website of the Company. 

********* 
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