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BANGANGA PAPER A,iILLS LIMITED

POLICY FOR PRESERVATION OF DOCUMENTS AND ARCHIVAL OF DOCUMENTS

lntroduction:

This poticy is primarjly framed based on Regutation 9 of the Securities and Exchange Board of lndia

(t-isting oitigations and Disctosure Requirements) Regulations, 201 5 (hereinafter referred to as

iListing negututions") and companies Act, 2013. Archjval Poticy as referred to in Regutation 30 (8)

of theiisting Regulations forms part of this Poticy. This poticy is intended to ensure compliance

particutarly with the Listing Regutations and the apPticabte Provjsions of Companies Act' 2013'

Definltions:

In this Poticy, unless the context otherwise requires:_

"Company" means BANGANGA PAPER MILLs LIMITED'

"ReguLations" means Securities and Exchange Board of India (Listing obtigations & Disclosure

Requirements) Regutations, 2015.

words and expressions used in this Poticy but not defined shatt have the meaning as given in the

SEBi (Listing Obtigations & Disclosure Requirements) ReguLations, 2015'

Any subsequent modification and/or amendments brought about by SEBI in the sEBt (Listing

Obtigations & DiscLosure Requirements) Regulations, 2015 shatl automaticatly apply to this Poticy

Purpose & ScoPe of the Policy:

Regutatjon 9 of the Listing Regulations mandates that a tisted entity shall have a policy for

oreservation of documents, approveo Dy its board of directors, classifying them in at least two

categories as fottows:

a. DocumenLs whose preservation shall be permanent in nature;

b. Documents with a Preseryation period of not tess than eight years after comptetion of the

relevant transactlons.

Provided that the Company may keep documents specified in clauses (a) and (b) in etectronic

mode.

Further Regulation 30 {8) of the Listing Regutations aLso refers to an archivat poticy as Per which alt

events or information which has been disctosed to stock exchange(s)under regutation 30 shatt be

hosted on the website of the company for a minimum period of five years and thereafter as per the

archivat policy of the ComPanY.
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Besides the above, as per appticabte provisions of Companies Act' 2013

Dreserved Dermanently or up to a certain prescribed time'

iccordingty, this Poticy has been framed keePing in view particutarly

Regutations and the provisions of Companies Act, 2013'

This Poticv shatl deem to have become effective from 26th December' 2023

4. Policy:

4.1 - Preservation of documents:

(A) Preservation of Documents with specific reference to the--coJnpanies Act' 20't3 and sEBl

i;tin; obtigations and Disclosure Requirements) Regulations' 2015:

1. Documents whose preservatton shall be Permanent in naturel

Allthosedocumentswhicharelequiredtobepreservedpermanentlyinaccordancewiththe
prouirlon, of uppti.aOfe Act, Rutes, Regulations' Guidetines' Ci rcu tars' 

, 

Notificati ons etc as may

[" 
"fpii.uol" 

on the company from iime'to-time shatt be preserved permanentty Detaits of

ao.u'#nts *tos. pre,"rvation shatt be permanent in nature is tisted in Annexrre_A'

2. Documents with preservatron period of not less than eight years after completion of the

relevant transactions:

Att those documents which are required to be preserved in aclordance with the provisions of

appticabte Act, Rules, Regutations, Guidetines' Circulars' Notifications etc for a period of not

tess than eight years after comPtetion of the relevant transactions shatt be preserved

accordingty. Detail ot documents with preservation period of not tess than eight years after

comptetion of the relevant transactions is listed in Annexure-B'

3. Documents with PreseNauon period other than those mentioned in (2) above:

A{( those documents which are required to be preseryed in aclordance with the provisions of

app(icabte Act, Rutes, Regutatrons, Guidelines' circutars' Notifications etc for a preservatjon

p'"'rioa of 
"tft"t 

tf'an tftose mentioned in 1 & 2 above shall be preserved accordingty'

(B) Periodical Review of the Policy by the Board of Directors:

This poticy shatl be reviewed Periodjcatty by the Board and amendments affected subject to

approval of the Board if anc wnen practitai difficulties are 
.encountered 

The Board may atso

review thjs poucy on document retentjon to compty with any tocat, state, and centrat legjslation

that may be promutgated from time to time'

(C) Suspension of Record Disposal in the event of Litigation or Clalms:

ln case the Company is served with any noJice for request of docLtments or a governmentat

in*riluil* * *ait .oncerning the compa'ny or commencement of any.litigation against the

C"rp""V, $'"" disposat of documents shatt be suspended. **i:i,-:tT.":t i:-l::
;;#;;;;;:;ue advice from the Legal counset determine otherwise Such documents

shatt;e preserved untit the comptetion of the iudiciat proceedjngs 

"ffi-

certain documents must be

the requirements of Listing
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(D) Register of Documents destroyed:

The company shatt maintain a register in the form set out in the Annexure enctosed hereto

wherein it shatt enter brief particulars of the documents destroyed and att entries made

therein shatt be authenticated by the company Secretary or such other persons as may be

authorized by the Board for the purpose.

(E) Policy Review:

This Policy is framed based on the requirements of Regutation 9 of sEBl (Listing Obtjgations &

Djsctosure Requirements) Regulations, 2015.

In case of any subsequent changes in the ComPanies Act, 2013 or Regutations which makes any

of the provisions in the Poticy inconsistent with the Regutations, the provisions of the Act or

Regutations woutd prevaiL over the Potjcy and the provisions in the Poticy woutd be modified in

due cou$e to make it consistent with taw.

This Poticy shatt be reviewed by the Board of Directors as and when any changes are to be

incorporated in the Poticy due to change in reguLations or as may be fett appropriate by the

Board. Any changes or modification on the Poticy woutd be apProved by the Board of Directors'

(F) Policy Severable:

This Poticy along with Annexure constitutes the entire document in retation to its subiect

matter. In the event that any term, condition or provision of this Policy is being held to be in

viotation of any aPpticable taw, statute or regutatjon, the same shatl be severable from the

rest of this Policy and shatt be of no force and effect, and this Poticy 5halt remain in futtforce

and effect a5 if such term, condition or Provision had not originaLLy been contained in thjs

Poticy.

4.2 - A.chival of Documents mentioned in clause (A) & (B) of Clause 3' 1:

Documents mentioned in sub ctause (A) & (B) of Ctause 3 1 above sha{l be maintained/

preserved jn the following manner:

Documents maintained in physical form:

manner that their retrievat is easy and quick.

1. Att information and/or documents pertaining to current financiat year and for one

preceding financiat year shatt be kept handy and maintained in such a manner that their

retrieval js easy and quick.

2. Att documents pertaining to the period prior to one'Preceding financial year, shatt be kept

in good condi;on at teast uP to the minimum period specified for their maintenance /
oreiervation in Annexuae attached hereto. The said records be atso maintained in such a

fl:et<?
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Documents maintained in electronic form
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1.

z.

All documents pertain to current Financiat year and for one preceding financiat year shatt

be maintained on server and Backup be maintained on scheduted time and day The

documents shatt be maintained in such a manner that their retrjeval is easy and quick

Back up of att documents pertaining to the period prior to one preceding financial.year shatt

also be maintained on server, in good condition at least up to the minimum Period specified

for their maintenance / preservation. The said records be atso maintained in such a nanner

that their retrievat is easy and quick.

Documents made available on the website of the Company:

After the expiry of tjme mentioned in Ctause 3 1 (B) i5) of this poticy (i e fjve financial years

freceding ttre cunent financjat year), the information and/or docllment sha(t be removed from the

main wef,site. The BackuP of said information and/or document which is removed from the main

websjteshallbemaintained/preservedjntheserverforaminimumperiodof3yearsandaftel
expjry of this period of 3 years the backup may be permanentty removed from the server'

4.3Destructjonofdocumentsmentlonedinsubclauge(A)e(B)ofclause3'lofthisPo|icy:

Any of the documents mentioned in sub clause (A) & (B) of ctause 3 1 of this potjcv' which are not

re;uired to be maintained and Preserved permanently shatt be destroyed'

lf documents / records should not be kept tonger than is necessary and shou(d be disPosed of at the

|'lg* ila" ut unnecessary retention of records consumes time' space and equipment use The

dJ.rm"nt, / records referred to in Annexure B shal be preserved for at teast 8 years lor additionaL

period decided by the Company) may be djsposed of after the expiry of the periods of their

;r;;J"", atter the approvat of the Group General counset' chief Financiat officer and

Company Secretary of the CornPany'

The Company shatl maintain a register of disposat of records in the custody of the Compliance

Officer oi the Company, wherejn the brief particulaB of the records disposed of shall be entered'

The regisler of disposal of records shatt contain the fottowing cotumns:

a) ltem Number;

b) Brief Particulars of the records disposed of;

c) Date of approvat for disposal of records;

d) Date of disposat; and

e) Mode of destruction

Thjs register of disposat of records shatt be maintained permanentty by the comPany with the

assistance of the CompLiance Officer either in physicaL or etectronic form'

5. Amendments and uPdates:

The Board of Directors can amend thjs Poricy, as and when deemed fit. Any or att provisions of this

Poticy would be subject to revision / amendment in accordance with the Rules' Regutations'

Notifications etc. on the sublect as may be issued by relevant statutory authorities' from time to

time. In case of any amendment(s), ctarification(s), circutar(s) etc issued by the relevant

authorities are not consistent with the provi5ions laid down under this PoLicy' then such

amendment(s), ctarification(s), circu(ar(s) etc shatt prevail upon the Provjsions hereunder,agl[[

tli"v ,n",r stand amended accordingty from the effective date as Laid down 
?-KF{E

amendment(s), ctarificatjon(s), circutar(s) etc'



For and on behalf of
FOR BANGANGA PAPER MILLSLIMITED

\ -+.rrtM'
CHETAN K4KHARI DHATMK
WHOLE TIIAE DIRECTOR
DlNt 10064427
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Annexure - A

Documents / Record whose preservation shall be permanent in nature:

Sr. No. Documents/Records

1. Certificate of incorporation

2. M6fr66ndurn and Artictes of Association

3. lgr-eements maae uy ttre company with sto!! g!!3lggrqgpolto 91 Jtc
4, ffi committee l eetings as per companies

Act, 2013 and rules made thereunder

5. negister aM tndex of Members, debenture'holders, if any or other securlty hotders,

if any

6. fegi-stei oitontracts as per Companies Act, 2013

7. n-egister ot cnarges as per conrdanies act 201l

8. FegiaG6ilnvestments as per companies Act, 20'13

9. F@eds of owned Premises/tand and

building. etc. and retated Ledger / Registel

10. Auttlonzadon / ticensea obtairled from ;ny statutory authority

11 Poticie-s o the Company rramed under various reglltatjons

12. GliiGi oi?E!6sat of records

13. sGF other records as rnay barequired under any law from time to time

,dy
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Annexure - B

Documents / Record to be preserved for a minimum period of eight yearsi

Sr, NO. Documents / Records

Instrument creating charge or modification (from the date of satisfaction of
charge) as per Companies Act, 2013

z. AnnuaI Returns as per Companies Act, 201]
3. Register of Deposits as per Companies Act, Z01l

Register of Atlotment (from the date of each aLLotment) as per Companies Act,
2013

5. Annuat financial statements inctuding:
- Annuat accounts
- Directors report
- Auditors report

6. Books of accounts inctuding Vouchers

Companies Act, 2013

Voucher register as defined under the

7. Income Tax Returns fited under Income Tax Act, 1961

8. Al[ notices in form MBP - 1 received from Diaectors and KMPS atong with any

amendment thereto
9. Return of dectaratjon in respect of beneficial interest in any share as per

comDanies Act. 2013

10. Copy of newspaper advertisement or publications

1'I CompLiance Reports received from any statutory authority
12. The postat baltot and alt other papers or registers retating to postaL batlot

including voting by etectronic means

DiscLosure/Return fitted under SEBl {Listing Obtigation and Disclosu.e

Requirements) Regutations, 201 5


