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AUTOMOTIVE AXLES LIMITEO

POLICY ON DOCUMENT RETENTION

1. OBJECTIVE:

This poticy has been prepared to provide the Retentjon of physical and etectronrc

documents of the Automotive Axtes Limited and archivaL of the documents at the

website. This poticy is prepared in comptiance with Regutation 9 of the securjties

and Exchange Board of lndia (Listing Obtigations and Djsctosure Requirements), 2015.

The objectives of this poucy are as foltows:

1.1 To gLride the emptoyees on identification, categorisation of the documents into

permanent and non-permanent documents

1.2 To detait out the duration of retention of the non'permanent documents

1.3 To provide the procedure for destruction of the documents

2. CLASSIFICATION OF DOCUMENTS TO BE PRESERVED:

'Ihe Company's physica[ and etectronics document shatt be ctassjfied as fotlows:

2.1 Documents that need to be preserved / retained permanentty,Cateqory 1

2.2 Documents that may be preserved / retained for a period of 8 years as specified

under the Companies Act, 2013 or LODR- Category 2

2.3 Documents tike budget papers, bank guarantees etc., which may be retained for

tess than 8 years - Category 3

3. SUSPENSION OF RECORD DISPOSAL IN THE EVENT OF LITIGATION OR CLAIMS:

3.1 ln case the Company is served with any notice for request of documents or any

emptoyee becomes aware of a governmentat investigation or audit or

commencement of any titjgation against the Company, the Company and jts

empLoyees shalt ensure that any destruction of the concerned documents shat[ be

suspended tjtt the process of titigation/ investigation is compteted.
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4. PRINCIPLE OF RESPONSIBILITY OF EMPLOYEES FOR PRESERVATION OF

DOCUMENTS:

4.1 Att the EmpLoyees in the permanent rotts of the Company are responsible for

taking into account the potential impac$ on preservation of the documents in their

work area and their decision to retain/Preserve or destroy documents pertaining to

their area'

5. STATUTORY REQUIREIV\ENTS:

5.1 lf as per any other iaw of tand inctuding lnformation Techno[ogy Act' a physical

or etectronic record shoutd be preseryed for a tonger period ihan what has been

stipuLated in this poticy' then the document shalt be preserved as per the

appLicabte statutory stipulations'

6. DESTRUCTION OF DOCUIi\ENTS:

6.1The documents which are mentioned in Categorv 2 shatt be des":]::'1:: tt"

completionofSyearsafterobtainingtheapprovalfromthePresidentandCFo

,.r1[::ffi :::T'",:I;ementionedincatego"i:1":::5':"J:':::':::
comPletion of relevant Period

Company Secretary' . . ., , r ,^^f, ^r rhA Denartment

u.,,n"'-0,*.., o"struction shall be siqned by the Head of the Departmen,

6.4The presence of the Head ot tfre O"epartment is necessary at the time of

destruction of documents'

7. PERIODICAL REVIEW OF THE POLICY BY TOP A4ANAGEI'TENT:

The Poticv shoutd be flexibte and easv to understand and comptv w':l-t]^::tl*tt "

emptoyees. The poucy shoutd be r"'i*"d p"'ioaitutty oy the Top Management and

amendments effected to subiett to app'o'at of the Board if and when practicat

.lif f icutties are encountered'



s
ANNEXURE

A. DOCUMENTS WHOSE PRESERVATION SHALL BE PERMANENT ,N NATURE (Category 1):

1. Accounting and Finance records inctuding Annua[ Financjal statements and Audit

Reports;

2. Investment records;

l. Ta)( records includlng annual lT rcrurnsl

4. Property records inctuding purchase and sate deeds, tjcences, copyrights, patents &

trademarks:

5. Corporate Records inctuding Certificate of lncorporation, Common seal, Minutes of

Board, Committee and Sharehotders' Meetings, Register of Members and other Statutory

Records;

6. PersonaL fi{es of individuat emptoyees (Payrot[ Records, Employee deduction

authorjsations, attendance records, employee medical records, teave records, Pension and

retirement related Records, etc);

7. FjLings with Registrar of Companies

8. Any other record as may be decided by any KMP (as per Companies Act 2013) or the

Managing Director or the Board of Directors of the Company from time to time;

B. DOCUMENTS WHOSE PRESERVATION PERIOD SHALL NOT BE LESS THAN EIGHT YEARS

AFTER COI PLETION OF THE RELEVANT TMNSACTIONS (Cateeory 2):

1. Bank Statements and vouchers;

2. Fitings with Stock Exchanges and other statutory authorities;

3. Corporate Social ResponsibitiLv Records:

4. Sponsorship Projects Records;

5. Correspondence and lnternal Memoranda;

6, Tender Documents;

8. Lease Deeds and Contracts;

9. Legat fites;

10. lnsurance Records inctuding poticies and cLaims;

11. Al[ e maiI correspondence, internal & externa[;

12. Any other record as may be decided by the Managing Director of the Company from

time to time.

DOCUMENTS WHICH MAY BE PRESERVED FOR A PERIOD LESS THAN 8 YEARS:

Annuat Ptans and budget- 3 years after the budget is closed

Security Deposit Receipts 3 years after the termination of the contract

c.

1,

2.
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3. Bank Guarantees- Titl the expiry of the ctaim period

4. Emptoyee Deduction Authorization- 3 years after deduction

5. Leave Records- 2 years after the retevant pedod

6. Emptoyee Medicat Records- 3 years after termination of service of emptoyment

7. Attendance records, apptication forms, iob or promotion records, performance

evaLuations, termination papers, test resutts, training and quatification records, enquiry

retated papers- 3 years after termination of seNice of emptoyment

Date: May 18, 2017
PLace: Pune

For Automotive Axtes Limited
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Dr. B N Ktayani
Chairman


