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POLICY FOR PRf,SERVATION. RETENTION. ARCHIVAL & DISPOSAL OF
DOCUMENTS

{Pursuant io Regulaiion 9 ofChapter Ill ofthe SEBI (Listing Obligalions and Disclosures
Requiremenls) Regulations, 20I 5 & Companies Act, 2013 ]

Policl on Preservation. Retention. Archival & Disposrl ofDocuments

l. Purpose and Scope

SEBI vide notificarion no. SEBI/LAD' NRO/CN/2015/013 dated 2'd September. 20l5 have introduced
rhe Listing Regulations vide SEBI (Lisling Obligations and Disclosures Requiremenis) Regulalions,
2015. As per Regularion 9 of Chapter III ofthe Regulations, the Company is required lo formulate a

policy for determination ofpreservation, retenlion & disposal of documenls to be disclosed lo Stock

Exchange which will be effective from the ninetieth day from the date of publication in the Ofiicial
Gazette.

The policy is inlended to define BTFL'S preservaiion of documents respons;biliiies and to provide
guidance 1l] the executives and staff working in BTFL in making decis;ons and undenaking other
activities that may have an impact on the operations ofthe Company-

The documents should be classifled in atleast two categories, namely

(a) documents whose preseNation shall be permanent in nature;
(b) documenrs with preservalion period ofnol less than eight years after completion oflhe relevant

Accordingly, the Policy is framed in the manner prescribed in the Securities and Exchange Board of
India (Listing obligations and Disclosure Requirements) Regulations, 2015.

2. Definitions

"Board of Directors or Board" means the Board ofDir€ctors of Bengal Tea & Fabrics Limited, a5

constituted from time to time.

"Policy" means Policy on preservation, reiention, archival & disposal ofdocuments.

"LODR" means the Securities and Exchange Board oflndia (Listing Obligations and Disclosure
Requirements) Regularions. 201 5.

"Record" means a documeniary evidence ofpast events or transactions,

"Document" as per Section 2 (i6) ofthe Companies Acl, 2013 includes summons, notice,requisition,
order, declaration, form and register, whether issued, senl or kept in pursuance ofthis Act or under
any other law for the time being in force or otherwise, maintained on paper or in electronic form
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"Preservation" means to keep in good order; to prevent from being damaged or destroyed.

"Regisaer" Dreans documents and records required 10 be mainrained under
a Companie\ Act, l0l3 and R ule, lhereund..
b. SEBI regulatioos
c. Secretarial Standards
d. An, other law for the iime being in force

"Electronic record" means the electronic record a5 defined under clause (t) of subsedion (i) of
section 2 ofthe Information Technology Acr. :000

"Books ofaccounts" As per Section 2 ( IJ) ofthe Companies Acr, 20 I3 ..books olaccount" jncludes
records maintained in respect of-
(i) all sums of money received and expended by a company and matters in relation to which the
receipts and expendhure take placei
(ii) all sales and purchases ofBoods and ser\ ices b] the company;
(iii) the assets and liabilities ofthe companyl and
(iv) the items olcost as may be prescribed under section l4E .

All the Words and erpressions used in this Policy. unless defined hereinafter, shall have meaning
respe€rilely assigned to theB under the SEBI'S LODR, ?015 aDd in the absence ol irs dellnirion or
explanation therein, as per rhe Companies Acr, 2013 and rhe Rules, Notificalions and Circulars
made/issued ihereunder. as amended tiom tirne to time.

3. Principle of Responsi bility for Preservation olDocuments

Each Head ot Depanment shall identify and at all times mainlain a schedule of temporary and
retained documents and supervise the preservation of the docunrents in their lvork area and to
retain/pleler!€ or deslroy documenls perlaining 1o iheir respEcrile departmenrs. All rhe Emplolees in
the Company are responsible lor taking inlo accounl the potential impacrs on preservation ofrhe
documents in lheir work area and their decision to reBin/preserve or destro!' documents pertaining to
iheir area.

Electronic versions of records of all depa(menls are to be maintained within the Company s

centralized eleclronic record software database.

J. Administrrtion

The Record Retenlion Schedule approved by the Board ofDireclors for inilial maintenance. relenlion
and disposal schedule lor physical records

i) as required under The Conpanies Act. 2013 are as given in lhe annerures-

ii) Income Tax, Sales Tax, Central Excise and Service Tax related documents. i.e., Assessmenl Ord€rs.
Tax Bills. Receipts, Statements. Returns. No(i.es. etc. shall be preserved for a period of 8 years as

required under lhe applicable laws.

iii) Following doumenrs & records should be preser!ed as required !nder the applicable lawsi

a) Annual Audit Repons and Financial Staiements (including schedules)
b) Land docLrme s - sale / purchase deeds, Proped) Deeds, Assessments. Licenses, RiShls oI

c) Tax-Eremption Docunrents and related correspondence
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d) Annual lnformation Retums State and Central
e) Tribunal & Court Rulings
l) Corporate Records (certificate of incorporation. commencement of business, listing

agreement, common seal, miDures booli of board ard commjrees thereof, annual repons
originals)
Licence and Permits, tnduslrial entrepreneu.ial Memorandum, and other stalutory approvals
FEMA/ RBI related documents and hlings
Trademarl's, Copyri ghts, Licenses, etc.
HR Records

5, Suspension of R€rord Dirposal in the cteni of Lirigalion or Claims

In case the Company is served wilh an) notice for request ofdocuments or any employee becomes
alvare of a governmental invenigation or audit concerning BTFL or commencemeni ofany litigation
aga;nsr the Company, such employee shall inlorm rhe Top Nlanagement and any fl]dher disposal of
documents shall be suspended until such time as the Top Management derennines. The Top
Management in such case shall inform all the employee of the need to retain the documents and
suspension ofdisposal ofthe same.

6. Web page files

i) All such events / information hosted on the Company's website shall be retained aor e period of 5
yea$ as specified iD SEBI s LODR Regulations,l0l5.

ii) After the initial period of 5 years, documents / informarion (except documeflts of permanent
nalure) shall be archived by the respective departmenl lor a fu(her period of3 years-

ii) Documents of pennanenl nature, uploaded on the Company's website, shall b€ archived by the
respective Department.

7. E-nrail Policies

All eleclronic conrmunication systems as well as all communications and slored infornration
trxnsmitted, recei.led, or conlained on the Compa,ry s information sy:tems are lhe propen).' of rhe
Company. Emplo)ees using lhis equipment for pe$onal purposes do so at their own risk. Employees
have no expectation ofprivacy in connection with rhe tmnsmission, receipt, or stomge ofinformation
using the Compan)"s equipment.

Emplolees should avoid usinB Compan! e-mail for personal purposes. Personal e'mails should be
deleted as soon as possible.

E-mailr relatinB to audh $or[ papers and {inancial controls should be relained by the respective
department heads and periodic.lly disposed offas per their specific requirements.

8. Disposalof Records

Physical records disposed of pursuant lo lhe retenlion periods specified in lhe Document Relention
Schedule shall be disposed of. Each DepMment shall adopt appropriate procedures lo permanently
dispose oaany non-paper ph)sical records. such as pholographs or audiolvideo recordings. ln the

event lhal il is necessary to ,nanually dirpose ofan electronic record, dren each Depanment shall use

the "pemranent del.le" function to permanently dispose ofeleclronic records.

c)
h)
i)
i)
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9. Periodical Review of the Policy by Top Management

The policy would be reviewed periodically by the Top Management and amendments effected subject
lo approval ofthe Board.

Adopt€d by the Board ofDirectors ss on 7rh November,20l5.
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ANNEXURE. A

LIST OF DOCUMENTS TO BE PRf,SERVED PERMANENTLY AS PER COMPANIES
ACT.2013

st. Section / Rules D€scription of documents Time up to which

preserved

I Section 186(9) and l2(l) ofthe
Companies (Meetings ofBoard and
its Powers) Rules,2014

Regisler of loans, guaranlee
security and acquisition made
by the company

Permanently

2 2 Section 187(3) and Rulel4( I) of
the Companies(Meetings of Board
and its Power, Rules, 2011

Reginer of investments not
held in irs own nane by the

Section I89(l ) and Rulel6(l) ofthe
Companies(Meelings of Board and
its Po\ryer, Rules, 2014

Register of contracts wilh
related pany and conlracts in
which direclors are lnterested

Permanently

4 Section 8s and Rulel0(l) ofthe
Companies(Registration of
Charqes) Rules.20l4

Register of charges

5 Sect;on 88 and Rulel5(l) ofthe
Companies(Managemenl and

Administration) Rules. 20 I 4

Register of Members includ;ng
an index ofthe names

6 Section 88 and Rulel5(l) ofthe
Companies(Management and
Admiristration) Rules. 2014

Foreign ReSister of Members

,7
Section I 18 and Rule 25 ofthe
Companies(Management and
Administration) Rules. 2011

Minules of General Meeting
Minuies ofBoard or
Commitree Meetinqs

permanendy

8 Section,16 and Rule 6(3) ofthe
Companies (Share Cap;1al and

Debentures) Rules, 2014.

Register of Renewed and
Duplicale Share Certifr cates

Preserved
permanently

9 Seclion 46 and Rule 7 ofthe
Companies (Share Capital and
Debentures) Rules, 2014.

AII books and documents
relating to the issue ofshare
cenificates, including rhe
blank forms ofshare
certificates

Not less than
thirty years and in

cases, shall be

oermanendy
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ANNEXURE. B

LIST OF DOCUMENTS TO BE PRESERV ED UNDER THE COMPANIES ACT.2OI3

st.
No.

Section / Rul€s Description of do.umenls Time up to which
docunrents to bG Dreserved

I Sedion 128(51 Books of Accounts including
!ouchers relevant to any entry
in such books ofaccount

Eight financial years
preceding curreflt financial

2 Section 184 and Rule 9(3) of
the Companies (Meetings of
Board and its Powers) Rules,
2014

Disclosures/ Notices by a

Director of his interest
For a period ot eight years
from ihe end ofthe financial
year to !,hich i( r.lates

3 Section 7i and Rulel4(l) of
the Companies (Acceptance
ofDeposit, Rules,:014

Registers of Deposils For a period ofnot less than
eight years trom the
financial year jn which lhe
latest entry is made in $e

SeclioB 85 anJ Rulelo(l) of
th€ Companies(Reginration
of Charges) Rules, 201.{

-I'he in:rrumeot crearing a

charge or modificalion
For a period of eight )ears
from the date ofsatisfaclion
ofcharqe bv the comDany

5 Section 88 and Rulel5(2) of
the Companie(Managemenl
and Adninistration) Rules,
201,,

Regisler of Debent!(e holders
including an Index ofthe

For a period ofeight years
from the date ofredemption
of deb€ntures or securities.

6 Secl;on 88 and Rulel5(4) of
the Companies
(Management and
Administraiion) Rules. l0l 4

Foreign Register of For a period ofeighl years
from the date ofredemption
ofsuch debentures

7 Section 88 and Section92
read with Rule l5(3) ofthe
ComFanies (Management
and Adminislration) Rules,
20t4

Annual Return and copies of
all certificates and documenls
required to be ennexed

For a period ofeighl years

from the date offiling with
the Registrar

8 Se(ion 46 and Rule 7(ll of
lbe Companies (Share

Capiral and Debentures)
Rules.20l,1

All cenificales surrendered to
a compan) shall immediately
be defaced by stamping or
printing th€ word"cancelled'
in bold leners

May be deslroyed after the
expir) of three ) ears ftonl
lhe date on which they are
surrendered- under the
authorit) ofa resolution of
the Bord and in the
presence ofa person duly
appointed by the Board in
rhis behalf

9 Rule l8 ofthe Companies
(Share Capital and
Debenrures) Rules, 2011

Debenture Trusl Deed Preserved for such period as

may be siipulated by the
Board.



Anoexure - C

Particulars of documinG Date and mode of destructioii'ilIli!
initials ofSecretary or other authorised
person
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