
POT.ICY O}i PRESERVATIOI{ OT DOCTIE'XENTS A}iD ARCI{IVAL OF

I}OCU}IENTS

,.DocumeRtsr' or ..Records" l1ieafi a pieee oi l:rr=itten- prirrieili. iir eleclrtnic matter that

prot,icie-s ir-rion11atior, or evidence Gr thai St-rf iS a-< an official record of the Cor:tpan:-'

oopr€sert.=ti,.;n" or ..presrn,ent rrleans rnaintenan,.je -*l d,;curner:is and reci;riis (r'*''hether

oh1 sical o;= clr=Eit-iiilici in usablc itr;-'.,-, a*rl i;: gi;r,d +r*tr, i* prevrut fi*r* hc'lng dari'iaged or

destrol'ed or tantpered rvith.

o.Archir,alo'ffrears accurnulafiar,stcfage r,'rl l]istarieal t'ecr]rds un serurriristrvork or at a

plrl sical plac-e.

Content arcl.livirtg is thr p*,-cess ,.--i c,.>iie,rji-ing p-'rrtio*s cf'the rr''etrsile ar':d ensuring that the

collection is pres*r-oa* in i,":t are}",ir,e a-d mr'iiitai:r tf;Lrifrils r*qtlircri i*r siai::ii:r;.' purposes'

Archit,erl d;rta consists of i:lder data ihat is stiii important io the organizatir:n and may be

neeclerl 6r fitttt"* rcier"e:-:ce= x: rvrli as di--cit:::.-nis,'ii-r"r*i"l-tlaiir:* i!::ri *tiist t;e ietained 1-or

regulatorv cotr pl iance.

Reg*i*tir.rn {-} Laf ihe SEBi R*g*}ati'-.ns r*q*ires lists.i eiitrties tc} }iave a Pollc;" t- Pr=senation

ol docuile*1r. al.=Froveil h5' iA Bua-rd *f []i:'<eioi-s. classit.l'in* i]i,r di:tul'i:*nii iri at-l*ast tr:'o

categories. ri'hicir are as folics's:

a. Dccu:rler:Is :'.'hcse prl^serya1lcn si'laii l>e per*:ane:':t i* nature: and

b. Documrni*c uiih ppserration ptrir,1 *i noi iess than eight 1'ears alter compietion of the

relci ani triifi sauii(riii.

DOCUMENTS/ TT{FOR},IATI$N lYIIICTI STL'{LL BE ARCHIVEB

1. Financial *ata: The investcr's gel-- pages prr'rvide a'c';s to fina:':*ial d':rr--un':entsi'

inli:rr-::aiii:r': ii-;r eristing- aml pi;'r**iial itakehr:iilcrs +hith irre rt'rulatr-)rf in nafttre'

inclrrililig annual repol1s artd financial results'

2. press Rsleases and Ne".ys Anrr*u+cenrents: The Compar:;,"s rtsbsit* provides

inforr:atir:i:l di;ia:ri*ich is rel*r'arrt ir-- ihr n:e,iiii^ r*searrhri's r--r"ii:"-c=i''':r:; -rha seek

infbrnration gn t5e grorvih of the cort:pan)' arrd significant eYsnts ilf the p+st. This

sl"rall i:l:r: incl,-xie eyei'its i;r {r::nsactit}i:=s fii intirmiatitn rlil;*h a;"e *iscltsed b1' the

Conrpan,..-, tr:; ih* Sti:ck Lxchanges i:r ter*"is '.:f, Regalaiio* 3{l r;i r:ie *cFBl (l-isting

obligatierit: and Disclosui'e Requirernenls) Regulations. 20l 5.

3" Archivi*g Fiechanism The albresaid infi;r-mation >hall i;e 'Sispla;"e'l '3:r the rvebsite

of the Conr$antr. fi:r a period *t- fir'e ;-ears frcltl the rjate i:f its pr:blir;tion. The

atbresaicl iniorrnatign r,vhich is more than t-rve 1'ears old '.rill bt-'archived irom the

i;,.ebsiis *f ihe C*mpan3, an* shali be maintained b1't}:e Ci:mpanl f-*r a {*rthcr peiiod

:rf fi:,r -,.,*ai-< usi*g ap*prr:piiate i*ci.irul+g;r. Tir*se ari:hil'e= shall i-:* iti-tr"ie availahle oti

a ".r.riilen request i:rade t* tht C0ix$liancE Ofllcer aithe Con"rpan-Y.
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.t. Revievr' & Amendment: The Polic-v- shall be revier,led as and r+'hsn required to ensure

that it meets the ob-lectives ol the relevant regulation and remains effective. The

Executive N.ianagement Committee has the right to change/anrend the policl' at any

tllne .=t irs <iiscretiar: +nd ti:e ::erv paiic,v shaii be dispiayed to the staksi:cirJers-

Docun:cnts ar:,j iecords rvhich are no longer required orupdlt"i the erpiration of ii,e specified

period citir*e i+r prese*'agic-l* lxat'be destr<->3'ed i* or:e r:ithe tbii+wing rva,'s:

a. Rec.vcle norr-confidential paper records;

b. Si:red ar r:ti:errvtse render ur:readable c*r:frdentia! paper r.^ccr<is: r:r

c. Delete or de slro.v electronicalll' storecl data.

CENERAL

a) The Policl, rvculd be suh,lect ta revisioni' amendl::ent in acc*rdance lr,ith the

appiical;le la* s.

b,; 1-he Colnpan) riisei'i*s its rights ic alier- r'r:i:dili. adcl, rlsieie i;r ai:tend an1' of the

pror isiorrs of this policl.
c) !n casc ci anr ai:ren,imen'ii:i. riariilcatiai:{si. circula:{s,t etc. issue,J L-1'the relet'ant

allthoriiies. ilGi b€ing ce-rn=is:-elt xith thr l;r.;';isions laid rJ*un undcr this Potic-v. then

such arnendmer.ri(si. clarificatiofiisi. circuiar{.s} etc. sha}l prevail uprrr: the provisions

lrereunder acrl thls P<-rlie3' sh::11, i1and anrende,-l aectrCi:rgi1' fi'r-rtrt tire eileelire date as

Iaid dorvn rinder sucl-: aitiend;rrenii*ii- cIarification(-s), circular{.s) etrc.

AMIC FORGING LIMTTTD

a '(^,' D\'^' a"u" q/''r'c

Managing Director
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