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POLICY FOR PRESERVATION OF DOCUMENTS

PREAMBLE

This Policy on Preservation of Documents and Archival (“Policy”) is prepared and adopted to effectively
manage the records of Autofurnish Limited (“ the Company”) and is obliged to Create, maintain, preserve
and dispose of such records in accordance with the requirement of Regulation 9 of the SEBI(Listing
Obligations And Disclosure Requirements) Regulations, 2015 read with the relevant provisions of the
Companies Act, 2013 and rules made there under; as amended from time to time. This policy shall classify
the records of the company based on their reference value and legal requirements.

PURPOSE OF THE POLICY

The purpose of this policy is to establish the framework needed for effective management of the Record
and set principles for Company’s approach to preserve them. In order to efficiently conduct its business,
the storage, retrieval and management of Record is required. A good document preservation program is
fundamental to the Company’s commitment to administrative efficiency, transparency and
accountability. It enables the Company to take decisions and actions by providing essential evidence in
the form of documents. This policy seeks to ensure that the Company’s business is adequately
documented which are managed in accordance with best practice. Preservation of Record is the
responsibility of all staff at all level in respective Department and users of archives of the Company to
ensure their continuous and timely availability,

APPLICABLE DEFINITIONS

* “Act” means Companies Act, 2013;
* "“Board” means the Board of Directors of the Company;

* “Listing Regulations” shall mean Securities and Exchange Board of India (Listing Obligations and
Disclosure Requirements) Regulations, 2015.

* “Records” in relation to this policy includes accounting records, “book and paper” as defined in
section 2 (12) and “books of account” as defined in section 2 (13) of the Companies Act, 2013
including statutory, Legal and other documents of material significance maintained on paper or
in electronic form,

Any other term not defined herein shall have the same meaning as prescribed under the Companies Act,
2013, Listing Regulations or any other relevant regulation/legislation applicable to the Company.

Coverage

This Policy is intended to guide the Company and its officers and employees on maintenance of all
Records, their preservation and disposal.

Preservation of Record

The preservation of Record should be such as to ensure that there is no tampering, EREANIR BERNIGH AIMITED

or anything which endangers the content, authenticity, utility or accessibility of the Docu ts. Thi€ pylicy
sets the standards for managing, storing and preservation of records of the CompanybroadIy clasSify
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Documents whose preservation shall be permanent in nature (listed in Annexure 1);

b) Documents with preservation period of not less than eight (8) years after completion of the
relevant transactions (listed in Annexure-2).

a)

The documents or records not covered by thls'PoIicy shall be maintained by the Company for the time
period specified for their preservation under any statute or regulation, for the time being in force.

Classification of Records

To ensure the ease in maintenance of records and effe
preserve the documents/ Records in following manner:
a) Digital documents can be maintained in forms such as e-mails, web pages or database records,

plus scanned versions of papers that have been digitized in business processes.
b) Physical documents to be maintained in books and files.

ctive utilization of space, the company may

All digital and physical records shall be saved/ maintained at the registered office of the Company or such
other place in compliance with section 128 of the Act.

Roles & Responsibilities

The respective Departmental Heads of the Company shall be responsible for maintenance, preservation
and destroying of documents in respect of the areas of operations falling under the charge of each of

them, in terms of this policy. They must handle the documents sensibly and with care and preserve them
to avoid any damage.

Authority to approve the Policy

The Board of directors of the company shall have the authority for approval and adoption of any
amendments in this policy in pursuance to the Listing Regulations or/ and the Act, wherever applicable.

Destruction Of Documents

a) All documents mentioned in Annexure-1 need to be permanently preserved by the Company
during its entire life time. Utmost care is to be taken to ensure that files are well preserved.
b) All documents mentioned in Annexure-2 which are temporary in nature must be preserved for a

period not less than 8 years or such other period as may be prescribed under any law for the time being
in force and thereafter the records may be destroyed in such mode under any instructions approved by
the department head(s).

General

Notwithstanding anything contained in this Policy, the Company shall ensure to comply 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.
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WEBSITE ARCHIVAL POLICY

PURPOSE

In accordance with the Regulation 30(8) of Securities and Exchan
Disclosure) Requirements, 2015 ("Regulations

events or information which in the opinion of th
disclosed to stock exchanges, such disclosure shall
thereafter archived as per this Archival Policy.

Regulations.
SCOPE AND EXCLUSIONS

This policy covers disclosure of all even
the Company and hosted on its website

This policy does not cover an
Securities Laws.

POLICY

The aforesaid events or information will be dis
period of five years or for such other
/or Securities Laws.

After completion of the minimum period of five
Regulations and/or Securities Laws, the events or i
further period of two years. Thereafter such events
website of the Company.

* % %

—" AUTOFURNISH LIMITED
Registered Address: K-55, Udyog Nagar
Peera Garhi, New Delhl - 1 10041, INDIA
CIN: U!.‘!JOIDLZOJ.SFLCZ?S?J.?
GST No: O7AANCA4607K1ZH
ISIN: INE18HI/O1019

ge Board of India (Listing Obligations and
"), the Company is required to disclose on its website al| the

e Board of Directors is material and which has been
remain hosted for a minimum period of 5 years and

ts or information that has been made to the Stock Exchanges by
as per the provisions of the Regulations and Securities Laws.

Yy events or information other than those specified under the Regulations and

played on the website of-the Company for a minimum
period as may be prescribed under the aforesaid Regulations and

years or such other period as prescribed by the
nformation will be archived by the Company for a
or information may be ceased to be displayed on the

This said Policy shall be effective from the date of listing of securities on stock exchange and shall be

placed on the website of the Company.
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Annexure-1
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Documents whose preservation shall be permanent in nature

S. No. Nature of Document(s)

01 Registration Certificates obtained from various statutory authorities.

02 Licenses & Statutory Approvals.

03 Statutory Registers required under applicable laws except Register of Charge & Register
of Deposit

04 Minutes of General Meetings, Board meetings and various Committee Meetings.

05 Memorandum and Articles of Association as amended from time to time.

06 Material Agreements/Contracts

07 Orders issued by Courts/Statutory bodies.

08 Investment Documents/proofs including certificates etc.

09 Records relating to premises iz Tile Deeds/Lease Deeds of owned
premises/land and building, etc. and related Ledger / Register

10 Policies of the Company framed under various regulations.

11 Documents related to Development/Intellectual Property and Trade Secrets.

12 Any other document as may be required to maintain permanently in terms of
applicable law(s)
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Annexure-2
Documents wit
h preservation period of not less than eight years after completion of the relevant
transactions

]

5. No Nature of Document(s)

B 1 :/hoeu(c:P;:(psa)r:ieegsls:Ce{ ;r(t)ci;)'ooks of accounts as defined under sub-section 13 of section 2 of
2 Annual Return(s) as per Companies Act, 2013. o
3. Forms and returns filed with RBI/MCA or with any other st@@
4. Register of Charge & Register of Deposit as per Companies Act, 2013
5 Annual financial statements including: ]

I Annual accounts
— Directors report ///,_]
Auditors report l////_J

poll receipts and other

6. Notice, scrutinizer’s report, Proxy forms, Representation letters,
Documents related to General Meeting.
7. Notice, Agenda, Circular resolutions and other Records related to Board &Committee
Meeting.
8. Compliance Reports received from any statutory authority.
9. Copy of newspaper advertisements or publications.
10. All Records under the Listing Regulations.
11. Income Tax Returns filed under Income Tax Act, 1961.
12. Employment and personnel records.
13. Correspondences with Departments/shareholders.
Cases / Police Cases/ Civil Suits/ Labour Court Cases/

14. Records relating to Court Cases / CBI
Arbitration Cases.

15. Any other document as may be required to mai

ntain in terms of applicable law(s)
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