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POLICY ON PRESERVATION OF DOCUMENTS

The Secur i t ies and Exchange Board of  Ind ia (SEBI) ,  v ide not i f icat ion dated 2no September,

2015,  issued SEBI (L is t ing Obl igat ions and Disc losure Requirements)  Regulat ions,  2015-

These Regulat ions would come into force on the ninetieth day from the date of noti f icat ion. i .e

1 ' t  December,  2015.

The Board of Directors of Kanco Enterprises Limited (the "Company") has adopted the

fol lowing pol icy with regards to preservation of documents in terms of Regulat ion 9 of Chapter

lV of Securit ies and Exchange Board of lndia (List ing Obligation and Disclosure

Requirements)  Regulat ions,  201 5 ( 'LODR")

The board may review and amend this pol icy from t ime to t ime.

DEFINIT IONS
"Regulat ions"  means the
Disclosu re Reg u i  rements)

secur i t ies and Exchange Board of  Ind ia (L is t ing obl igat ions and

Reoulat ions,  2015.

,,Act,,means the SEBI Act, 1g92 read with the Securit ies Contract (Regulat ion) Act, 1956

and Companies Act ,  2013.

,,Board" means the Board of Directors of the Company or i ts Committee.

"Company"  means  KANCO ENTERPRISES L IMITED

,,Document(s)" means documents as defined in Section 2(36) of the Companies Act, 2013'

, ,E lect ronic  form,,as def ined in  Sect ion 2(1)( r )  o f  the Informat ion Technology Act ,2000,

means any information generated, sent, received or stored in media, magnetic, optical,

computer  memory,  micro f i lm,  computer  generated micro f iche or  s imi lar  device '

, ,Electronic record, '  as defined in Section 2(1Xt) of the lnformation Technology Act, 2000,

means data, record or data generated, image or sound stored, received or sent in an

electronic form or micro f i lm or computer generated micro f iche.

,,Maintenance,, means maintaining documents and records either physical ly or

electronical ly.

, ,preservation,, means to keep in good order and to prevent from being altered, damaged

or destroyed.

All  other terms used in this pol icy have the same meaning as defined in appl icable Act, Rules

and Regulat ions.
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PURl, OSE
Regulat ion g of  SEBI (Lrst ing Obl igat ions and Disc losure Requtrements)  Regulat ions,2015

requtres that every l isted company shal l  have a pol icy for preservation of documents

approved by the Board of Directors.

As per the sard regulat ions the documents should be classif ied in at least two categories,

name ly
(a) Documents whose preservation shal l  be permanent in nature;

(b) Documents with preservation period of not less than eight years after completion of the

relevant tra nsactions.

Accord ingly ,  the pol icY

The l is t  is  appended as

is  f ramed in  the manner prescr ibed in  the Regulat ions.

Annexure  1 .

MAINTENANCE AND PRESERVATION OF RECORDS

As per requirement of the Companies Act, 2013 some of the documents are to be preserved

permanenly. There are some other documents which may be preserved for at least eight years'

The Company wi l l  fo l low the prov is ions of  the appl icable law in  th is  respect .

pursuant to Section 120 of the Companies Act, 2013 read with Rule 27 of the Companies

(Management and Administrat ion) Rules, 2014, Company may maintain i ts records as required to

be mainta ined under  the Act  or  Rules made there under  in  e lect ronic  form.

APPROVAL OF POLICY AND MODIFICATION THEREOF
pursuant  to  Rule 9 of  SEBI (L is t ing Obl igat ions and Disc losure Requirements)  Regulat ions,2015,

the pol icy was approved by the Board of Directors of the Company rn i ts meeting held on

November 30 'n,  2015

The Board has the r ight to modify the pol icy in l ine with the requirement of law.

30'n November, 2015

/  /1 , -  ,  . / , ' '

Chairman



ANNEXURE -1
Types of Records

1 . n ntal Financial S tateanents^ n f nrf  Fr-nqnro Poct t r r t 's  l r r A

and other documents
retated to annual audit

Annual  Audi t  Reports & Financial  Statements
Annual Audi t  Records,  including work papers

that related to the audit, including detaited fite
B years after comPletion of
Audit

t hnnua\P\ans bBu$ge\ 3 5eans a(er ttte budgetlear
is closed
8 yearsBank Statement

General  Ledqer Permanent

Inter im Financial  Statements 8 Vears
Investment  Records Permanent

Vouche r (Bank ,  Cash  and  Jou rna l ) B vears

Purchase Reqister along with Bi l ls B vears

Sales Reqister alonq with Invoices B vears

2.

3. Tax Records

rd4.

t ' i )

Record Type Retention Period

clailTs Files 0nduding correspondence, medical records, injury

documentat ion,  etc.

B years

Grou p I nsurance Plans-Active E14plpygeq B vears
Insurance Pol ic ies for  the Compaly B vears

Releases and Sett lements 8 vears

;:

Retention Period
B vears

Pavrol l  Tax Records B vears
Tax Bi l ls ,  ReceiPt,  Statements B vears

Tax Returns Permanent

SalesA/AT Tax Records B vears

Service Tax Records B vears

Sc
trt^

ts!g-
..1 T Retention Period

ration, commencement of

business, l is t ing agreement,  common seal ,  minutes book of  board and

committees thereof, annual reports originals

Permanent

repreneur ia l  Memorandum' and other

statutory apProvals

Permanent

/ - ^ n l r a a l c  a n f a r a r l  i n f n  h r r  t h a  C o m n a n V Permanent
Permanent

All Statutory Registers under any appiicable laws Permanent

Legal  Fi les & Records
Property Records
Pavrol l ,  Personnel  and HR Records
Product ion Records

Permanent
Permanent
Permanent
B Years


