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INDOSOLAR LIMITED

POLICY ON PRESERVATION OF
DOCUMENTS
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LEGAL FRAMEWORK
In Compliance with regulation 9 of the Securities and Exchange Board of India (Listing Obligations and
Disclosure Requirements) Regulations, 2015 (“Listing Regulations”) mandates all the Listed Companies to
formulate and put in place a policy for preservation of Documents.

The Board of Directors of Indosolar 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.

This Policy will be applicable to the Company effective August 29, 2022.

OBJECTIVE OF THE POLICY

This Policy provides a comprehensive framework for preservation of documents for aspecified period of
time with a view to accomplish the following objectives:-

(@) Better Corporate Governance
(b) Effective Risk Management

(c) Effective Information Management to support the work of the administration andprovision of
continued access

(d) Effective and Systematic disposal/destruction of Company’s non-current records thathave outlived their
utility

(e) Documents whose preservation shall be permanent in nature

(f) Documents with preservation period of not less than eight (08) years aftercompletion of the relevant
transaction(s).

Provided further that the Company may keep the documents as specified above inelectronic mode.

DEFINITIONS

“Act” shall mean the Companies Act, 2013 and the Rules framed thereunder, includingany modifications,
clarifications, circulars or re-enactment thereof.

“Board of Directors” means the Board of Directors of Indosolar Limited, as constitutedfrom time to time.
“Company” means “Indosolar Limited”

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

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

OBJECTIVE

The main purpose of the policy is to have a binding framework for the preservation of documents of the company,
as approved by the Board of Directors of the company, which shall classify them in to the following categories:
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Category (A)

The documents of a permanent nature (listed in Annexure-1) shall be maintained and preserved permanently by
the Company subject to the modifications, amendments, additions, deletions or any changes made therein from
time to time.

Provided that all such modifications, amendments, additions, deletions in the documents shall also be preserved
permanently by the Company.

Category (B)

The documents to be maintained and preserved for a specified time period aftercompletion of the relevant
transactions (listed in Annexure-2) shall be preserved bythe Company for the term not less than eight years
after completion of the relevant transactions subject to the modifications, amendments, additions, deletions or
any changes made therein from time to time.

Provided that all such modifications, amendments additions or deletions in the documents shall also be preserved
for a term not less than eight years. Provided furtherthat the Company may keep the documents as specified
above in an electronic mode.

ROLES & RESPONSIBILITIES

The respective Departmental Heads of the Company shall be responsible for maintenance, preservation of
documents in respect of the areas of operations falling under the charge of each of them, in terms of this policy.
PERIODICAL REVIEW OF THE POLICY

The policy will be reviewed periodically by the Management and amendment(s), if any tothe same will be done
subject to the approval of the Board of Directors.

RECORD APPRAISAL

The Company shall at regular intervals carry out the appraisal of the records. The purpose of the appraisal process
shall be to ensure that the records are examined at the appropriate time to determine (i) whether they need to be
retained for a longer periodas they are still in use; or (ii) whether they should be destroyed. The appraisal
ofrecords shall be undertaken only after the approval of the concerned Department Headof the Company to
whom the concerned Records belongs.

GENERAL

Notwithstanding anything contained in this policy, the Company shall ensure compliance with any additional

requirements as may be prescribed under any laws/regulations eitherexisting or arising out of any amendment to
such laws/regulations or otherwise and applicable to the Company, from time to time.

DESTRUCTION OF DOCUMENTS

After the expiry of the statutory retention period, the preserved documents may be destroyed in such mode under
any instructions approved by the Board of Directors of theCompany.

A register of the Documents disposed/ destroyed shall also be maintained. It shall state the brief particulars of the
documents destroyed, date of disposal/destruction and the mode of destruction. The entries in the register shall be
authenticated by the authorised person by the Board. This applies to both Physical and Electronic Documents.
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9. AMENDMENT AND REVIEW OF THE POLICY

The Board may amend, modify or revise any or all clauses of this Policy in accordance with the applicable
provisions of the Listing Regulations and amendment(s) thereto notified by the Securities and Exchange Board of
India and/or Stock Exchanges, from time to time. However, amendments in the Listing Regulations shall be
binding even if not incorporated in this Policy.

10. DISCLOSURE

Copy of this policy shall be placed on the website of the Company.
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Annexure 1

Documents whose preservation shall be permanent in nature:

S. No. Nature of Document(s)

01 Certificates of Incorporation/ Certificates/ Licenses obtained fromany statutory
authority

02 Certificate for commencement of Business

03 Memorandum of  Association and Articles of Association as
originally filed and updated from time to time

04 Agreements made by the Company with Stock Exchanges,
Depositories etc.

05 Statutory Registers required under applicable laws

06 Audited financial statements

07 Minutes of General Meeting

08 Minutes of Board Meeting

09 Minutes of various Committee Meetings

10 Material Agreements/Contracts

11 Orders issued by Courts/Statutory bodies

12 Investment Documents/proofs including certificates etc.

13 Any other document as may be required to maintain permanently in terms of

applicable law(s), maintained and preserved from time to time.
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Annexure 2

Documents with preservation period of not less than eight years aftercompletion of the relevant

transactions:

Sr. No. Nature of Document(s)

01 Books of Accounts

02 Annual financial statements including annual accounts, directors’report, auditors’
report

03 Annual Return(s) along-with certificates and documents annexedthereto

04 Copies of Notices, Agenda papers for meetings of the Board and Committees and
General Meetings thereof along-with Notes on Agenda and other related / supporting
documents

05 Scrutinizer’s Report, Register of Postal Ballot, Postal Ballot forms,office copies of]
the notices, other related documents

06 Forms and returns filed with MCA / RBI or with any other statutoryauthority

07 Documents relating to Court cases / CBI cases / Police cases / CivilSuits / Labour
Court Cases / Arbitration cases etc.

08 All consents, notices, disclosures received from the directors andKMPs along with
any amendment thereto

09 Correspondences with Departments/shareholders

10 Non-Statutory Registers/Documents

11 Films, Videos, CDs, DVDs, tapes etc. relating to statutory meetings,documents and
data under the Companies Act, 2013 and any other applicable laws

12 Instruments creating / modifying / satisfying the charge

13 Insurance Policies/ Claims under various policies

14 Copies of newspaper advertisements and publications relating allthe Statutory
Compliances under Companies Act, 2013, SEBI (LODR) Regulations, 2015 and
other Applicable Laws

15 Any other document as may be required to maintain in terms ofapplicable law(s),
maintained and preserved from time to time.




