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PREAMBLE

Pursuant to Regulation 9 of the Securities and Exchange Board of India (Listing
Obligations and Disclosure Regquirements) Regulations 2015 (Hereinafter called as *The
Regulations”) every listed Company shall frame a policy on preservation gf documents.
This policy inter.alia provides for preservation of documents where such%%‘"

servation

relates.
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A good document preservath program is fundamental to the Company’s commltment
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af?i‘spsrency and accountability. It enables the Company to
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SCOPE

This policy is applicable to all departments of the Company. It ensures that the
‘Company maintains both electronlc and physical documents as per various statutory
reqwrements and are subject o the same degree of confidentiality and care.

DEFINITIONS

a)
thereof.

b) “Board” means Board of 'Directors of Gys~=
time to time.

“‘Company” means Gyscoal Alloys lelted

recorded matter and electromgﬂfor\
%maan )

1 ,_.;eians ‘the electron:c record as defined under clause (t)
of subsectiongg@"ﬁ)”ofks” @n 2 of the Information Technology Act, 2000.

compuﬁ-:;r iapt g cémpact disc, floppy disc, space on electronic cloud, or any
@Q ?a“ﬁs b
-ﬂ;‘xexézother fprm éf storage and retrieval device, considered feasible, whether the

possesswn or control of the Company or otherwise the Company has

gﬁ%&gﬂl over access o it

g) “Key Managerial Personnel” mean the officers of the Company as defined in
Section 2(51) of the Companies Act, 2013 and rules prescribed there under,

h) “Policy” means policy on Preservation of documents.

i) “Preservation” is maintenance of documents, files and documents in usable form
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i) "Regulations” mean SEBI (Listing Obligations and Disclosure Requirements)
Regulations 2015

k) “Secretarial Standards” means standards issued by the Insfcitute of Company
- Secretaries of India under section 118 (10} of the Companies Act 2013.

[) “Stock Exchange or Exchanges” mean BSE Limited and N%tionai Stock
)
Exchange of India Limlted

law or regulations.

MODES OF PRESERVATION

The Docurﬁents may be preserved in

v Physical form or
v' Electronic Form.

uxﬁ.ﬁ%’

RfaCJILtate necessary action by employees and their successors at any !evel at all
QW "ei

wn’gs of time;

i: famhtate proper scrutiny of the conduct of businesses by anyone authorized to
undertake such scrutiny; '

ili. Protect the financial, legal and other rights of the organization, its clients and any
other people affected by its actions and decisions.
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MAINTAINENCE OF DOCUMENTS

Every member of the Company is responsible for making and keeping the documents
as may be necessary to fully and accurately record the functions, activities, transactlons

and affairs of the Company. They must handle the documents sensibly an&j \Wlth care

and preserve them to avoid any damage before its prescribed time fimit

‘business processes. %, 7
ii. Physical documents to be maintained in books aqd fi tZs

b-

fii. Al digitai and physical records to be saved at"ttgre reg!stered office of the
E}’\ﬁ T
be rr}nh'grated without permission of the

p"ﬁ?

Company and no physmat records ¢

5,
iv. A reproduction of any ongmé" " ,rd%gn mlcrof im or on any other medium shall
be certified by the respec‘:- “\ eéd of Department of the Company to be a true

and accurate reproductlon of he orlgmal of such document.
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i. ‘mente menttoned in Category A which are temporary in nature must be

v

egtroyed. However, ali documents mentioned in Category B need to be

By

permanently preserved by the Company during its entire life time. Utmost care is
to be taken to ensure that files are well preserved.
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i. The Company shall maintain a register wherein it shall enter brief particulars of

the documents destroyed and all entries made therein shall be authenticated by

.~ the Department Head for the purpose. 1nspection of this register is restricted.

Sr. No.

Category A

Category B

| Proxy form

Representation letters

Annual Return

instrument of Charge

Circular Resolufions

Consents and Resignation Letters:

Annual Financial Statem%gnts

o N o oy

has been aff ><t=_>félM

Notices of General, Me”etlng

All hmehts tunder the Listing
Agrgg E

mef it
b, S, Y
&, W rf{a i

”Ad\)er_tlsgments published

¢ "’Blsclosures under takeover code

ward f le giving information about
the various correspondence received
from outside agencies requiring

secretarial action
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