
Policy  on  Pres erva t io n  of  Docu m e n t s  and  archival  of  docu m e n t s  in
Compa n y’s  webs i t e

1.  Purpo s e  and  Scop e

The  purpose  of  this  documen t  is  to  presen t  a  high  level  policy
statem e n t  for  M/s  Ind  Bank  Housing  Ltd.  (IBHL)  regarding
preserva t ion  of  its  documen t s  in  accordanc e  with  the  provisions  of
the  Companies  Act,  2013  and  in  accorda nce  with  the  provisions  of
SEBI  (Listing  Obligations  and  Disclosure  Requirem e n t s )  Regula tions ,
2015  (“LODR”).

        The  policy  is  intended  to  define  IBHL’s  preserva t ion  of  documen t s
responsibili ties  and  to  provide  guidance  to  the  executives  and  staff
working  in  IBHL,  in  making  decisions  and  under t aking  other
activities  that  may  have  an  impact  on  the  opera t ions  of  the
Company.   It  also  frames  the  guidelines  for  fundam e n t a l
account abili ty  of  IBHL  to  retain  and  prese rve  its  documen t s  as  the
basis  for  communica t ion  with  a  range  of  external  stakeholde r s .

The  policy  is  framed  for  the  purpose  of  systema tic  identification,
categoriza t ion,  mainten a nc e ,  review,  reten t ion  and  dest ruc t ion  of
documen t s  received  or  crea ted  in  the  course  of  business .   The  policy
would  contain  guidelines  on  how  to  identify  documen t s  that  need  to
be  maintained,  how  long  certain  documen t s  should  be  retained,  how
and  when  those  documen t s  should  be  disposed  of,  if  no  longer
needed  and  how  the  documen t s  should  be  accessed  and  retrieved
when  they  are  needed.   

2.       Statut ory  Mandat e

The  policy  on  prese rva t ion  of  documen t s  and  archival  is  manda te d
by  the  provisions  of  regula tion  9  of  Chapte r  III  of  LODR,  2015.
Under  this  regula tion,  the  Company  has  a  stra tegic  objective  of
ensuring  that  significant  documen t s  are  safegua rd e d  and  prese rved
to  ensure  its  longevity  of  priority  documen t s  including  its  elect ronic
resourc es .  

3.       Class i f i c a t i o n  of  Docu m e n t s  to  be  pres erve d  /  retain e d

Based  on  the  recom m e n d a t ion  of  the  manage m e n t  of  the  Company,
the  Board  of  Directors  have  classified  the  following  documen t s  as
detailed  in  the  Appendix  to  be  retained  and  preserved  for  poster i ty.

 
i. Documen t s  that  need  to  be  prese rved  /  retained  perma n e n t ly  –

Doc  1



ii. Documen t s  that  may  be  prese rved  /  retained  for  a  period  of  8
years  as  specified  under  the  Companies  Act,  2013  or  LODR  – Doc
2

iii. Documen t s  to  be  preserved  elect ronically  and  archived  when
necessa ry  – Doc  3.

iv. Documen t s  that  may  be  required  by  judicial  proceedings  and
which  may  be  dest royed  after  closure  of  the  legal  case  – Doc  4.

v. Documen t s  that  may  be  prese rved  /  retained  for  a  period  of  less
than  8  years  – Doc  5

4. Principl e  of  Resp o n s i b i l i ty  of  Employe e s  for  Pres ervat i o n  of
Docu m e n t s

All  the  Employees  in  the  perman e n t  rolls  of  the  Company  are
responsible  for  taking  into  account  the  potential  impacts  on
preserva t ion  of  the  docume n t s  in  their  work  area  and  their  decision
to  retain/p re s e rve  or  dest roy  docume n t s  per taining  to  their  area.
Such  policy  bestowing  responsibility  on  the  Company’s  employees
would  immens ely  help  company’s  litiga tion  prepa re d n e s s  tool
helping  the  Company’s  and  Outside  legal  counsel  to  track  down
documen t s  to  handle  the  legal  cases.   

5 . Admini s tra t i o n

The  Record  Retention  Schedule  approved  by  the  Board  of  Director s
for  initial  maintena nc e ,  reten t ion  and  disposal  schedule  for  physical
records  is  as  given  in  the  annexure .

6 . Susp e n s i o n  of  Record  Dispo s a l  in  the  event  of  Litigat io n  or
Claim s

In  case  the  Company  is  served  with  any  notice  for  reques t  of
documen t s  or  any  employee  becomes  aware  of  a  governm e n t a l
investiga t ion  or  audit  concerning  IBHL  or  commenc e m e n t  of  any
litigation  agains t  the  Company,  such  employee  shall  inform  the  Top
Manage m e n t  and  any  furthe r  disposal  of  documen t s  shall  be
suspend e d  until  such  time  as  the  Top  Manage m e n t  with  the  due
advice  from  the  legal  counsel  dete rmine  otherwise.   The  Top
Manage m e n t  in  such  case  shall  inform  all  the  employee  by  mail
under  “Userlist”  of  the  need  to  retain  the  documen t s  and  suspension
of  disposal  of  the  same.

7 . Periodi c a l  Review  of  the  Policy  by  Top  Mana g e m e n t / B o a r d

The  Policy  should  be  flexible  and  easy  to  unders t a n d  and  comply
with  by  all  levels  of  employees .   The  policy  should  be  reviewed
periodically  by  the  Top  Manage m e n t  and  amend m e n t s  effected
subject  to  approval  of  the  Board  if and  when  practical  difficulties  are



encoun te r e d .   The  Top  manage m e n t  may  also  review  the  policy  on
documen t  retent ion  to  comply  with  any  local,  state ,  cent ral
legislations  that  may  be  promulga te d  from  time  to  time  and  to
comply  with  regula to ry  require m e n t .  

8. Resp o n s i b i l i ty  of  maint e n a n c e  of  the  docu m e n t s  as  per  this  
policy:   Accou n t s  and  Secre t ar ia l  Depart m e n t .



APPENDIX

Type  of  Record

1. Accounting  and  Finance  records  including  Annual  Financial
statem e n t s

2. Insuranc e  Records
3. Tax  records
4. Corpora t e  Records  including  Certificate  of  Incorpora t ion,  Listing

Agreeme n t  and  other  approvals  from  other  statu to ry  authori t ies .
5. Legal  Files  and  Records
6. Personnel  file  and  Service  Records
7. Correspond e nc e  and  Internal  Memorand a
8. Electronic  Documen t s  including  email  retent ion  and  back  up
9. Miscellaneous  Records

1. Accou n t i n g  and  Finan c e  record s  includ i n g  Annual  Financ i a l
stat e m e n t

Record  Type Retention  Period Documen t
Type

Annual  Audit  Repor t s  and
Financial  Statem e n t s  with  all
connected  schedules

Perma ne n t Doc  – 1

Annual  Audit  Records ,  including
work  papers  and  other
documen t s  that  related  to  the
audit

8  years  after  
completion  of  
audit

Doc  - 2  

Bank  Statem e n t  and  Cancelled  
Cheques

8  years Doc  – 2

General  Ledger Perma ne n t Doc  – 1
Investm en t  Records Perma ne n t Doc  – 1

2.  Insuran c e  Record s

Record  Type Retention  Period Documen t
Type

Claim  Files  (Including  
correspond e n c e ,  medical  records ,  
injury  docume n t a t ion ,  etc.

Perma ne n t  Doc  – 1

Insuranc e  Policies  for  the  
Company

Perma ne n t Doc  – 1

Releases  and  Settleme n t s Perma ne n t Doc  - 1

3.  Tax  record s

Record  Type Retention  Period Documen t
Type

Tax- Exemption  Document s  and  Perma ne n t Doc  -1



related  correspond e nc e
Tax  Returns  – Income,  Perma ne n t Doc  – 1
Tax  work  paper  packages  - 
Originals

8  years Doc  – 2

Service  Tax  Records 8  years Doc  – 1



4.  Corporat e  Record s  includ i n g  Certifi ca t e  of  Incorpora t i o n ,
Listin g  Agree m e n t  and  other  approval s  from  other  statut ory
author i t i e s .

Record  Type Retention
Period

Documen t
Type

Corpora t e  Records  (cer tifica te  of  
incorpora t ion,  commenc e m e n t  of  
business ,  listing  agree m e n t ,  
common  seal,  minutes  book  of  board
and  commit tee s  thereof,  annual  
repor t s  originals,  etc.)

Perma ne n t Doc  – 1

Licence  and  Permits,  Indust rial  
ent rep re n e u r i a l  Memoran d u m,  and  
other  statu to ry  approvals

Perma ne n t Doc  – 1

ROC  Filings  and  Stock  Exchange  
filings  in  physical  and  Electronic  
form

8  years  from
the  date  of
filing

Doc  - 2

5.  Legal  Files  and  Record s

Record  Type Retention  Period Documen t
Type

Legal  Memorand a  and  
Opinions  

3  years  after  the  closure
of  the  matte r

Doc  – 4

Litigation  files 1  year  after  expira t ion  of
disposal  of  the  case

Doc  – 4

Court  Orders  Perma ne n t Doc  – 1

6.  Pers o n n e l  file  and  service  Record s

Record  Type Retention  Period Documen t
Type

Employee  Deduction  
Authoriza tion

3  years  after  
termina tion  of  
service  of  
employment  

Doc  – 5

Payroll  Deductions  (PF) 3  years  after  
termina tion  of  
service  of  
employment  

Doc  – 5

details  regarding  gratui ty  and  
retiral  disburse m e n t s

3  years  after  
termina tion  of  
service  of  
employment  

Doc  – 5

Payroll  Registe r s  (Gross  and  Net) 3  years  after  
termina tion  of  
service  of  
employment

Doc  – 5



Leave  Records 2  years  after  the  
relevan t  period

Doc  - 5

Personnel  Files  of  individual  
employees

3  years  after  
termina tion  of  
service  of  
employment

Doc  - 5

Attendanc e  records ,  applica t ion  
forms,  job  or  promotion  records ,  
performa nc e  evalua tions ,  
termina tion  papers ,  test  resul ts ,  
training  and  qualification  
records ,  enquiry  related  papers

3  years  after  
termina tion  of  
service  of  
employment

Doc  - 5

7.  Corres p o n d e n c e  and  Intern al  Mem ora n d a

General  Principle:  Most  correspond e n c e  and  internal  memoran d a  should
be  retained  for  the  same  period  as  the  docume n t  they  pertain  to  or
suppor t .   For  instance ,  a  letter  per taining  to  a  par ticula r  contrac t  would
be  retained  as  long  as  the  contrac t

1. Those  pertaining  to  routine  mat te r s  and  having  no  significant ,
lasting  conseque n c e s  should  be  discarded  within  two  years.   

2. Those  pertaining  to  non- routine  matte r s  or  having  significant
lasting  conseque n c e s  should  generally  be  retained  perman e n t ly.

8.  Electro n i c  Docu m e n t s  includ i n g  email  reten t i o n  and  back  up

1. Electronic  Mail  :  Not  all  email  needs  to  be  retained,  depending  on
the  subject  mat te r s
 All  e-mail  –  from  internal  and  external  sources  to  be  deleted

after  24  months .
 Staff  will  strive  to  keep  all  but  an  insignificant  minori ty  of  their

email  related  to  business  issues.
 Staff  will  take  care  not  to  send  confidential  /  proprie t a ry

information  to  outside  sources .
 Any  e-mail  that  the  staff  deemed  vital  to  the  performa nc e  of

their  job  should  be  copied  to  the  staff’s  specific  folder  and/or
printed  and  stored  in  the  employees’  workplace .  

Docu m e n t  Type:  Doc  3

2. Electronic  Documen t s  including  PDF  files.   

 PDF  docume n t s  – Can  be  a  maximum  period  of  8  years.   But  the
said  docume n t  may  be  dest royed  depending  upon  the
completion  of  the  job  or  its  use  coming  to  an  end.

 Text/  Forma t t e d  files:  All word  / excel  / Power  point  files  may  be
deleted  once  every  year  depending  on  the  impor tance  or  lack  of
it.



Docu m e n t  Type:  Doc  – 3

3. Web  page  files  

 May  be  retained  for  a  period  of  5  years  as  specified  in  SEBI’s
LODR  Regula tions ,  2015.
 May  be  archived  by  the  I.T.  depar t m e n t  with  the  suppor t  of
the  service  provider  for  a  period  of  3  years  after  the  initial
period  of  five  years  of  live  page.

Docu m e n t  Type:  Doc  – 3

9.  Misc e l l a n e o u s  Record s

Record  Type Retention  Period Documen t
Type

Consultan t  Repor ts 3  years Doc  – 5
Policy  and  procedu re s  manuals  – 
Original

Curren t  version  
with  revision  
history

Doc  – 5

Policies  and  procedu re s  manuals  
- Copies

Retain  curren t  
version  only

Doc  – 5

Annual  Repor ts Perma ne n t Doc  -1  


