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POLICY ON PRESERVATION OF DOCUMENTS AND ARCHIVAL

LEGAL FRAMEWORK

The Securities and Exchange Board of India (Listing Obligations and Disclosure Requirements)
Regulations, 2015 (“Listing Regulations”) imposed certain obligations and disclosure
requirements on all the listed entities, one of the common obligation for all the listed entities
pursuant to Regulation 9 is to formulate and put in place a policy for preservation of
documents.

The Board of Directors of Talbros Engineering Limited (the “Company”) is obliged to formulate a
policy for “Preservation of Documents” to comply with the requirements of Regulation 9 of the
Listing Regulations.

EFFECTIVE DATE
The Policy is effective from 09" February, 2016.

DEFINITIONS

1. “Board” Board means “Securities and Exchange Board of India.”

2. “Company” Company means “Talbros Engineering Limited”

3. “Documents” Documents means all papers, records, files, books etc., and the like as
required to be maintained under any law or regulation for the time being in force.

4. “Listing Regulations” Listing Regulations means Securities and Exchange Board of India
(Listing Obligations and Disclosure Requirements) Regulations, 2015 (“Listing
Regulations”)

5. “Electronic Form” With reference to information means any information generated,
sent, received or stored in media, magnetic, optical, computer memory, micro film,
computer generated micro fiche or similar device. The words or expressions used but
not defined herein, but defined under Companies Act, 2013 or the SEBI Regulations shall
have the same meaning assigned therein.
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OBIJECTIVE OF THE POLICY
To determine preservation period for records/documents based on their reference value and

legal requirements. The following aspects are considered while arriving at the preservation

period:

Company's own information retrieval needs (reference value).
Statutory requirements under respective statutes.

Litigation requirements.

To ensure easy retrieval.

To ensure that unwanted records do not occupy storage space

PROVISION WITH REGARD TO PRESERVATION OF DOCUMENTS UNDER VARIOUS LAWS

The Co

mpany from time to time establishes retention or destruction of policies or documents

or schedules for specific categories of records in order to ensure legal compliance, and also to

accomplish other objectives, such as preserving intellectual property and cost management.

Several categories of documents that bear special consideration are identified below. While

minimum retention periods are suggested, the retention of the documents identified below

and of

documents not included in the identified categories should be determined primarily by

the application of the general guidelines affecting document retention identified above, as well

as any other pertinent factors.

For determining the preservation period, the records are categorized into following Four

categories

1.

Records/documents with short reference value —i.e. Records, which are to be preserved
for a short period for enquiry, evidence, verification, evaluation, etc. — The period of
preservation shall be less than 8 years

Records/documents required to be maintained as per statutory requirements and
having higher reference value — i.e. records having contractual/legal implications, which
need to be preserved for a prescribed periods per statutory requirement; and records,
which need to be, preserved for a particular period according to Company’s own
reference needs — The period of preservation shall be 8 to 12 years

Records which will have a permanent value for the Company even after the expiry of
legal preservation period — The documents shall be permanently preserved.

Records which are required for adducing evidence in judicial or quasi-judicial or other
dispute redressed forum — The documents should be preserved till the time the matters
are finally disposed of.

Notwithstanding the general guidelines, care should be taken by the respective

departments to ensure that records of special nature such as unsatisfied claims by or

against the Company, suits pending in courts, tribunals, quasi-judicial for and other



mediation and alternate dispute forum, industrial disputes, etc. are preserved according to
specific needs and even beyond the prescribed period.

Also, in the case of statutory records such as licenses, certificates, sanctions, approvals, etc.
from Government/ Statutory Bodies, care should be taken to maintain and preserve the
records in accordance with the specific guidelines/instructions, if any, by the issuing
authority.

PRESERVATION LOCATION
The preservation location will be the concerned department. If the location is other than
the concerned department, the same should be documented and kept in a file for reference
purpose in the respective department. In case of critical documents which need to be
preserved for very long periods or permanently, the same shall be preserved in fire proof or
other such secure cabinets.

MODE OF PRESERVATION Records/documents may be preserved either physically or in
electronic form.

DESTRUCTION OF RECORDS

The records/documents preserved shall be reviewed every year or according to need by the
respective department and action taken to destroy those records which are due for
disposal.

GENERAL

Notwithstanding anything contained in this Policy, the Company shall ensure to comply with
any additional requirements as may be prescribed under any laws/regulations either
existing or arising out of any amendment to such laws/regulations or otherwise and
applicable to the Company, from time to time.

AMENDMENT
The Board of Directors of the Company reserves the right to amend or modify this Policy in
whole or in part, as may be required, at any point of time.



