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POLICY ON DOCUMENT PRESERVATIONS

1. Preamble

In accordance with Regulation 9 of the SEBI (Listing Obligations and Disclosure Requirements)
Regulations, 2015 (“SEBI LODR”), MMP Industries Limited (“the Company”) has formulated
this Policy to ensure the proper maintenance, retention, and disposal of corporate records
and documents. This policy is part of the Company’s commitment to good governance,
compliance, and transparency.

2. Objectives
e To classify documents based on their preservation period.

e To ensure safe retention of documents (both in physical and electronic form).
e To comply with all applicable laws and regulations related to document retention.
3. Definitions
e “Documents”: Includes papers, files, records (electronic or physical), books, registers,
vouchers, etc. generated in the course of business or required to be maintained under

applicable laws.

e “Preservation”: Maintenance of documents in usable, accessible form for the
prescribed period.

e “Electronic Records”: Records stored in electronic form such as emails, scanned
copies, and data stored in systems or cloud.

4, Classification of Documents

Category Type of Document Retention Period
A Board and Committee Meeting Minutes, Permanently
Memorandum & Articles of Association,
Statutory Registers, Shareholding records,
Licenses and approvals

B Books of accounts, Tax records, Legal Minimum 8 years from
contracts, Payroll records, GST filings, completion of relevant
Invoices, Bank statements, Employee transaction or as prescribed by
records, Internal audit reports applicable laws

Documents required to be maintained for a longer period under any other law (e.g.,
Companies Act, Income Tax Act, Secretarial Standards) will be preserved accordingly.
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5. Mode of Preservation
Documents may be preserved in physical or electronic form.

Electronic records shall be maintained in formats that ensure integrity, authenticity, and
retrievability.

Physical documents shall be stored securely at the registered office or designated record
rooms, and no records shall be moved without approval of the Department Head.

6. Disposal of Documents
Documents in Category B, upon expiry of the retention period, shall be disposed of in an
environmentally responsible manner.

A register of destroyed documents shall be maintained and authenticated by the concerned
Department Head.

Permanent documents (Category A) shall not be destroyed unless approved by the Board or
mandated by law.

7. Roles and Responsibilities
All Employees: Responsible for safeguarding and preserving documents under their control.

Department Heads: Oversee implementation and ensure compliance.
Company Secretary: Responsible for periodic review and coordination.

8. Review and Amendment
This policy shall be reviewed at least once every three years or in case of any regulatory
amendments.

Any changes shall be approved by the Board of Directors.

9. Disclosure
This Policy shall be placed on the Company’s website and disclosed as required under SEBI
LODR or other applicable laws.

10. Severability
If any provision of this Policy is held to be invalid or unenforceable, the remaining provisions
shall remain in full force and effect.

Regd. Office : 211Shrimohini, 345 Kingsway, Nagpur-440001, India. Tel: (0712) 2533585
Works: Village Maregaon, Post: Shahpur, Dist. Bhandara-441906, India. Tel: (07184) 282620
Works: Plot No. D-15/2 & D-16, MIDC, Umred-441203, Dist-Nagpur, India. Tel: 7066012324
Certified for: ISO 9001:2015, ISO 45001:2018, 1SO 14001:2015



