


I. PREAIYIBLE

The Securities and Exchange Board of India (SEBI) has issued the Securities and

Exchange Board 
-oi 

itai"" ((Listing--Ot-fi*"ti"11-ii] Disclosure Requirements)

Regulations, 2015 f; sBgi lcibnl *t'ict' have come into force from 1st December

20 15.

Regulation 9 of the aforesaid Regulations requires the Board of Directors of the

Company to frame a Policy for Preservation of bocuments ("Policy") classifying them

into two categories:

i.Documentswhosepreservationshallbepermanentinnature;and
ii. Documents to be preserved for not less than eight years'

The documents that are required to be maintained under this Policy are preserved

considering their importance, usefulnl;" ;a information' The Company recognizes

that all the documents, whether in ph;;f;;e1'ectronic mode' form an important' and

integral part of th;A;;;;;y'" ,""oiaJ.-ftt" preservation of documents is important in

order to ensure immediale ""c"s" 
to it e .""oidt, its retrieval and authentication'

Accordingly, the Board of Directors of EMIAC Technologies Limited (.EM[AC" f "t}jle

a'"ril;;h has adopted the policy for preservation of Documents.

2. APPLICABILITY AI{D MODES OF PRESERVATION:

This Policy is applicable to all documents maintained in physical and electronic mode

by the company. ih; ;r;";1vatio1 oiio""*"nts should be such as to ensure that

there is no tampering, alteration, a"struction or anything that endangers the content'

aultrenticity, utitity oi accessibitity of the documents'

The documents not specifically covered under this policy shall be preserveil and

maintained in accordance with the provisions of the respective acts' rules' guid'alines

andregulationsasapplicableunderwhichthosedocumentsaremaintained.

3. DEFINITIONS

amendrnents thereto'

under *rrict ,t 
" 

prr".*ationif the Documents has been prescribed.

.Authorflsed Person" means any person duly authorised by Managing Director'

..Board,,meanstheBoardofdirectorsoftheCompanyoritsCommittee"

..Books of Account" as per section 2(13) of the companies Act 2013 inchrdes

records maintained in respect of- ---^-- ^-r *a#|ar,
ii-- ;l ;ms of *t""v't""eived and expendgg uv a company and matters rn

relation to which ihe receipts and expenditure take place;
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(ii) all sales and purchases ofgoods and services by the company;

iiiit the assets and liabilities of the company; and

i;i the items of cost as may be prescribed under section 148 in the case of a
\-'' 

"o*p"rry 
which belongs to any class of companies specified under llhat

section;

'sCompany" means Emiac Technologies Limited'

..Current Document(sttt means any Document that has an ongoing relevernce

with reference to .irli ongoing litigation, proceedings, complaint, dispute,

contract or any like matter.

.,Documertt, as per section 2(361 of the companies Act 2013 includes

summons, notice, 
-rlquisition, 

order, declaration, form and registe-r, whether

issued, sent or t<epr in pursuance of this Act or under any other law for the time

being in force or olherwise, maintained on paper or in electronic form;

,Electronlc Record(s)" means the electronic record as defined under claur;e (t)

of sub-section (1) of section 2 of the Information TechnoloSr Act, 2000'

..Electronic Form' means any Contemporaneous eleCtronic device such as

computer, taptop,lompact disi floppy dlsc, space-on electronic c1.'ud' or any

other form of "to."g"-."d 
retrieval'ieuice, ctnsidered feasible' whether the

same is in possessioi or control of the Company or otherwise the Company' has

control over access to it.

Form.

damaged or destroYed.

a. The Companies Act 2013 and Rules thereunder
b. SEBI Regulations
c. SecretarialStandards
d. Any other law for the time being in force

andbisclosure Requirements) Regulations, 20 15'

The words and phrases used in this Policy and not defined here shall clcrive their

meaning from the APPlicable Law.

4. COVERAGE

This Policy is intended to guide the company and its officer on maintcr-'rr''. of any

Documenis, their preservation and disposal'

.(,te-
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5. SCOPE

These guidelines will be valid for determining the preservation period for to all the

documJnts, in electronic or physical form, and will be appticable to all tl 'tious ' I
the Company

6. PRESERVATION POLICY

The preservation of Documents shall be done in the following manner:

a) Where there is a period for which a Document is required to be prcs''r-r'cd as pcr

ApplicableLaw,fortheperiodprescribedbyApplicableLaw.

b) b) where there is no such requirement as per Applicable Law, their for such
'period as the document pertains to a matter which is coverer'l 'rnder the

definition of current documents'

An indicative list of the Documents and the time-frame of their prt': ':.r'ation is

provided in Annexure- I'

7" MODE OF PRESERVATION

Records/documents may be preserved either physically or in electronic forrr

The preservation location will be the concerned department. If the location is other

than the concerned department, the same should be documented and kc1'' :'r a file for

reference purpose in the respective department. In case of critical docu' rts which

need to be preserved for very long periods or permanently, the same shall "reservcd
in fire proof or other such secure cabinets'

S.DocUMENTsToBEMADEAVAILABLEoNTHEWEBSIT,.C}FTIIE
coMpANy AS REQUIRED By THE COMPANIES ACT, 2013 AND I'li; LISTING

REGULATIONS

8.1 As required under the Listing Regulations, the company sha'l 'r'intain a

functiorral website containing -

/ the basic information about the Company

,/ all Information and/or documents as specified in tl
provisions of the Companies Act, 2013,

i, ;'lical ':

./ all Information and/or documents as specilied in Regulatior ') of thc

Listing Regulations,

,/ all Information and/or documents as mentioned in Regulatir', 30 of the

Listing Regulations on Material Events,

f@r-
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/ all other Information and/or documents as required uncl'r'

Regulations,

8.2 The Company shall ensure that the contents of the website arc '

8.3 The Company shall update any change in the content of its ri

two working i.y" from the date of such change in content'

Listing

tc within

rrc can tre

';,1 I

lrr such a

, trccl li I r
, ttacht'rl
lrat th' r
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8.4 Information and/ or Documents that need to be made a' '' lrr'''1'

n"grf"tio" 30 oi ttl ii*ti"g Regulations shall be made availrrlrle on the

we6site simultaneously with disclosure to Stock Exchanges'

8.5 The information and/or documents uploaded on the we1'

availableforthecurrentfinancialyearandfortheprccedinl'
years.

8.6Informationand/orDocumentsshallbearrangedunderpro'
sub heads in such a manner that they can easily be located/ st

viewers, viz.

I The information and/or documents may be arranged finarr

withfurthersegregationintothefourquartersofthefinarl.

IAllpoliciesetc.ortheinformation/documentsofageneralrl
clubbed together at one Place'

g. ARCHTVAL OF DOCUMENTS

Documents maintained/preserved by the Company' as mentioned in th"

shall be maintained/ preserved in the following manner:

Documents maintained in physical form:

All information and/or documents pertaining to the current finarr

i;; ;;" preceding financial year shall-be kept handy and maintair"

manner that their retrieval is easy and quick'

All documents pertaining to the period prior to the.preccding
shall be kept in good con?ition at least up to the-minimum perio'

theirmaintenance/preservationasmentionedintheAnnexr'].
hereto.Thesaid,""o,d"shouldbealsomaintainedinsuchaman:
retrieval is easY and quick'

Documents maintained in electronic form:

0Alldocumentspertainingtothecurrentfinancialyear.and.for
financial y"", 

"h"11 
be iraintained on server' and backup be I

scheduled time ana day. The documents shall be maintained in s,

that their retrieval is easy and quick'

b.

EMI,AC TECXINCII.OqIES LMNTE.D



IBackupofalldocumentspertainingtotheperiodpriortol
financial yoar shall also be maintained o. ""*"t in good conditiol.,

theminimumperiodspecifiedfortheirmaintenance/preservalt
records *trouia'Ue also'maintained in such a manner that their rct

and quick'

Documents made available on the website of the company:

After the expiiry ti ti*" mentioned in clause 8.5 of this policy (i.e..

y""r" pr.".di.g tfr" "rr,"ttt 
financial Yed)' the information and/or d'

beremovedfromthemainwebsite.TheBackupofsaidinforn.
document, wtrict, i" ,"mo'"d from the main website' shall be

pt"""*a'in ttte-server for a minimum period of 3 years and after

period of 3 years, iL U""ft"p may be permanently removed from the s

10. DISPOSAL OF RTGISTERS/DOCUMENTS

The registers/documents mentioned above may be d-estroyed in-accord

;;"i;;; "oirt*i"Ji' 
ttt" Act and the SEBI l,aws after approval of thc

i;; p;;;"ce of the Companv Secretary and the CFo'

The Board shall review, at least once in every three years, the list of dc

may be destroYed.

TheCompanyshallmaintainaRegisterofRecords,andDocumenl
containing the particulars of the docu-ments destroyed, the year..to t,hic

mode of destructi."-"t"- each entry in this register shall be verificd 1r5'

Secretary and countersigned by the CFO'

Theconcernedemployeeshallberesponsibtefortakingintoaccotltll
impact o' pr""u*iiiJn/destruction.ol th" documents in their work i

alJi"ion to ietain/pieserve/destroy documents pertaining to their area o

11. EXCLUSION

Documents/records in respect of which any investigation/enquiry, i:; t

r""p""t of which 
""Vl.g"f iroceeding is pending' or which is part of ariy

arsnot covered under this PolicY'

L2. DISCLOSURE

This Policy shalt be placed on the website of the Company'

13. REVIEW

The policy has been approved by the Board of Directors of the compatr

however,mayreviewthispolicyasandwhenitdeemsappropriate'Tllisr
formulatedkeepinginmindtheapplicablelaws,rules,regulationsrrnr
India. If there is L amendment in such laws, rules, regulations ar

allowing standards, then this Policy shall be deemed to have been arr

extent of such amendment. Also, if due to subsequent amendment in

a'f(', ry,)
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Policy or any
prevail and this

DIN: 07674A07

hereof becomes inconsistent with the law, the provis:ior ,shall

shall be deemed to be amended to that extent'

of Board of Directors
Limited
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Managing
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ANNEXTIRE - 1

fr,MI.A.C TECHNOX-OGILES n'lMlTE"D

SL NO PARTIL;ULAIS'D
OC for lncorPoration r

Company

name, if anY)

;
from time to time

Tgreements made Uy ttre Company with the Stock Exchanges

Depositories, etc.

a

p"t Co*p"nies Act, 2013 and the Regulation

1.

2.

3.

4.

5.

6.

7. Cancelled Share certittcates

f-^* ^nrr efef
8. Licenses, Certificate anct permrsslons uuLarrr(;u rrL',r arrJ e

authoritY

-

laws

@pt for routine comPliance

9,

10.

11

t2. Files relating to premises tbr lnstance l ltle lJeeus/ rJcil'ss I
o*t 

"a 
pr"-f"""i land and building, etc' and related Ledger 1

various regulations from time to time'

"pifi""Uf" 
law(s) and preserved from time to time

13.

14.

rle

'4,
te8
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ANNEXT'RE. 2

DOCUMENTS WHOSE PRESERVATION IS NOT PERMAIUENT IN T''

SL NO PARTICULARS T)* ^ - n f!,,^ +: -

1. Annual Returns 8 years from the i

Ministry of Corporal r:

2. Attendance Register of Board/General
Meeting

8 years

3. Income tax papers B Year l""r1l1 tlrl
Year

or
completion of ass'
income tax, whichc'

4. Notices of General Meetings/ other such
meetings and supporting documents all
other

8 years from the cla',

5. Employees Information Records 8 years al-1 cr
separation

6. Disclosure of interest by the Directors 8 Years

7. Instrurnent creating a charge or
modification

B Years

8. Books of accounts and financial
statements etc.

B Years

9. Any other important documents
including tax filling and papers, project
documents and any other such
documents and papers.

8 Years

10. Scrutinizers report B Yeat"

EMIAC TEC}INOI.OG ILS I"IMTTf, D ,.o

-s':l

don/ |


