POLICY FOR PRESERVATION OF
DOCUMENTS

GENOMIC VALLEY BIOTECH LIMITED

Adopted on 11 Day of January 2016
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Objective: The policy is framed in accordance with the requirements of the Regulation 9
of Securities and Exchange Board of India (Listing obligations and Disclosure
Requirements) Regulations, 2015.

Systematic review, preservation, and disposal of documents.

Ensuring compliance with various laws and regulations and eliminations of
accidental destruction of records.

Facilitating Company’s operation by promoting efficiency and freeing up valuable
storage space.

Identifying ownership of the documents.
Scope:This Policy applies to all the Departments and Divisions of the Company and also
applicable to documents both physical and electronic mode.This Policy has approved by
Board of Directors on 11" day 2016.
Process
Sub- Process A
The details of all the documents divisions wise are mentioned in Annexure 1.

Sub-Process B

Documents that are not listed, but similar to those listed in the said schedule will be
retained for prescribed length of time as per Schedule A.

Sub-Process C
Disposal of Documents:

Head of Departments should recommend the proposal for disposal of these documents
to all concerned with these documents and thereafter the Company Secretary for the
approval of the Board.

Responsibility / Accountability: All the Departmental Heads are responsible for
adherence to this Policy and they shall submit a Certificate annually as on 31* March
every year not later than 10™" April to the Company Secretary, certifying that they are
complying and maintaining documents in accordance with this Policy. On the basis of this
Certificate, Company Secretary will submit a consolidated report to the Board at the first
Board Meeting of the Financial Year.
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Right for Modification / Cancellation: Board of Directors

Exceptions / Deviations: Any deviation required in the policy should be informed to the
Company Secretary, who will be responsible for referring the same to the Board of
Directors for further approvals.

PROCESS OWNERS:Chairman Managing Director, Chief Financial Officer and Company
Secretary shall be the process owner of the policy.

REVIEWED BY: APPROVED BY:
Name: Pradeep Kumar Gupta Name: Yogesh Agrawal
Designation: Independent Director Designation: Managing Director
Date: 11.01.2016 Date: 11.01.2016
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Annexure 1

A. Accounts and Finance

Ownership

Head of Accounts

Type of document Retention Period

Accounts payable ledgers and schedules 8 years

Accounts receivable ledgers and schedules 8 years

Annual Audit Reports and Financial Permanent

Statements

Annual Audit Records, including work 8 years

papers and other documents that relate to

the Audit

Annual Plans and budgets 8 years

Bank statements and cancelled cheques 8 years

Employee expenses reports 8 years

General Ledgers/ Books of Accounts 8 years

related vouchers including copy of

invoices/ Purchase bills/ Cash receipts/

Bank payment vouchers / cash books.

Interim Financial Statements 8 years

Notes receivable ledgers and schedules 8 years

Investment records 8 years after the sale of
investment

Credit Card records 2 years

Refundable  securities deposits from Permanent

Government departments

B. CONTRACTS

Ownership Type of document Retention Period

Head of the | All contracts and MOU(s) and necessary | All Contracts and their
concerned supporting documents (including any | previous versions. The
departments proposal that resulted in the contract and all | disposal of any Contract as per

other supportive documentation)

clause 3C of this Policy.

C. CORPORATE SECRETARIAL

Ownership

Type of document

Retention Period

Company Secretary

Memorandum and Articles of Association,
Certificate of Incorporation, Certificate of
Commencement of Business, Change of
Name Certificate, Minutes of Board
Meetings, Committee  Meetings and
Shareholders Meetings, Various Statutory
Registers and Attendance Registers of
Board of Directors and Committee
Meetings, Annual Reports, Shareholders
Records, Documents related to Dividend
and RBI Records.

Permanent

Certificates and Orders
Authority

by Statutory

Permanent
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Forms submitted with Registrar of
Companies, Disclosures submitted with
Stock Exchanges

10 Years

Notice, Agendas, Notes on Agendas and
other related paper

As long as they remain current
or for 8 Financial Years,
whichever is later and may be
destroyed thereafter with
approval of the Board

Notices, Scrutiniser’s Report and Related
papers of Shareholders Meeting.

As long as they remain current
or for eight Financial Years,
whichever is later and may be
destroyed thereafter with
approval of the Board.

D. LEGAL FILES AND PAPERS

Ownership Type of document Retention Period
Head of Legal Legal Memoranda and Opinions (including | 8 years after close of matter
Department all subject matter files)

Litigation Files

3 years after close of matter

Court Orders

Permanent

E. CORPORATE SOCIAL RESPONSIBILITY

Company Secretary

Records on CSR Projects (including amount
budgeted, spent and balance, if any)
projects reports, projects undertaken and
progress thereon

8 years

F. PAYROLL DOCUMENTS

Ownership

Type of document

Retention Period

HR and IR
Departments Head

Employee Deduction Authorizations

4 years after termination

Payroll Deductions

Termination + 7 years

Form 16

Termination + 7 years

Labour Distribution Cost Records 7 years
Payroll Registers (gross and net) 7 years
Time Cards/Sheets 2 years
Unclaimed Wage Records 6 years

G. PERSONNEL RECORD

Ownership

Type of document

Retention Period

HR and IR
Departments Head

Commissions/ Bonuses/ Incentives/
Awards

7 years

Employee Earnings Records

Separations + 7 years

Employee Handbooks

1 copy kept permanently

Employee Personnel Records (including
individual attendance records, application
forms, job or status change records,
performance evaluations, termination
papers, withholding information,
garnishments, test results, training
gualification records, Leave records)

6 years after separation
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Employment contracts — Individual

7 years after separation

Employee Medical Records

3 years after termination of
service of employment

Retirement and pension Records

Permanent

Industrial Disputes related legal papers

3 years after close of matter

Factories Act, 1948 Muster roll, Leaves,

oT, 3 years
Annual Returns, Renewal Challans
ESI Act, 1948
Muster roll, Wage records, Challans,
5 years

Accounts Book, P&L, Cash Book, Ledger
and Balance Sheet.

PF &Misc Act, 1952Challans, Wage records
and Books of Account

7 years (Period applies as per
the IT Rules)

Payment of Wages Act, 1936
Wage Records and Date of payment

12 Months

Minimum Wages Act, 1948
Wage Records

12 Months

Payment of Bonus Act, 1965Books of
Account, Employee Data, Wages and
Returns (A,B,C & D)

5 years

Gratuity Act, 1972

5 years

AP Welfare Fund Act, 1987
Contributions and Annual Return with
employees list

5 years

Employment Exchange Compulsory
Notification Ac, 1959
Quarterly and Annually

5 years

Contract Labour (R&A) Act, 1970
Contractor Licences and Renewals, Muster
roll, Leaves, OT,

Half yearly /7 Annual Returns, Wage
record/ Register in Form XII

5 years

H. PROPERTY RECORDS

Ownership

Type of document

Retention Period

Chairman and
Managing Director*

Correspondence, Property Title Documents,
Assessments, Licenses, Right of way

Permanent

Lease Agreement

Tenure of Lease( current and
the last version)

Property Insurance Policies

Current and last 2 versions

*Incase of Mortgage Property photocopy to be retained.

I. TAX RECORDS

General Principle: Must keep books of accounts or records as are sufficient to establish amount of
gross income, deductions, credits, or other matters required to be shown in any such return.

These documents and records shall be kept for as long as the contents thereof may become immaterial

Page 7 of 10

GVBL Internal Use Only




in the administration of state and local income and property tax laws and such other authorities.

INCOME TAX
Ownership Type of document Retention Period
Head of Department, | Tax exemption Documents and Permanent
Kolkata Correspondence

Rulings Permanent
Supply chain Heads | Excise records, registers, filings, litigations, 8 years
Head of Department, All Income Tax Return, Wealth Tax Permanent

Kolkata

Return, T.D.S Return with all annexures.
All  Orders of Assessing Officer,
Commissioner of Income Tax (Appeal),
Income Tax Appellate Tribunal, High
Court.

Documents of all Appeals filed before
Commissioner of Income Tax(Appeal),
Income Tax Appellate Tribunal, High
Court.

Details those received from units and
submitted to Assessing Officer in the course
of hearing

8 years or till disposal of
appeals before Authority

J. SALES TAX

Ownership

Type of document

Retention Period

Head of Accounts Related Forms, Assessment documents, 8 Years
Returns filed and other related to Sales Tax,
litigation documents
K. SERVICE TAX
Ownership Ownership Ownership
Head of Accounts Filings, Returns, Stock Registers, 8 Years
Assessment documents, litigations
documents and other supporting
documents.
L. IMPORT DOCUMENTS
Ownership | Type of document | Retention Period
a. Plant related All documents related to Customs Imports
Imports - Head including Purchase Order, Order
of Plant
b. Trading related
Imports - Head
of concened
procurement
department
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Import purpose: Copy of the License,
Condition sheets of License issuing
authority, List of Import & Export Items,
License debit credit Book, transfer release
advise,

Chartered Engineer Certificate, Central
Excise Certificate, Bank Guarantee and end
use certificate.

Cancellation of Bank Guarantee and
redemption of License:

Copy of Shipping Bill, Bank Certificate of
Export and realization , Copy of Export BL,
Export Invoice, Packing list and IDGFT
redemption certificate

Original Bill of Entry ( Importer copy),
Import invoice, TR 6 Challan, Sales Invoice,
Vat/ CST return ,Chartered Accountant
Certificate, Self declaration, Calculation
sheet

M. EXPORT DOCUMENTS

Ownership

Type of document

Retention Period

Head of
Department

Exports

Copy of FIRC/LC, Commercial Invoices,
Packing Lists, Bill of Landings, Shipping

Co. Certificates, Certificates of orgin, SDF
Form, Exchange control copy, E.P. Copy,

Performa Invoice/ Order

10 years

Copy of ARE -1, Proof of Exports

10 years

N. LICENSES/ GOVERNMENT APPROVALS/ CERTIFICATES/ REGISTRATIONS

Ownership Type of document Retention Period
Head of concerned | Latest copy of Licenses / Approvals/ | Till the date of renewal or
Departments Registration certificates from various | permanent as per terms of the

Government departments including excise
department/sales tax department/customs
department/ Inspector of factories and
boilers/Labour department/Pollution
Control Board/ Electricity department etc.

issue of the license.

O. PRODUCTION

Ownership

Type of document

Retention Period

Factory(s) Head Factory Production and Research and 3 years
Development related documents submitted
to various Government and other
departments.
P. INSURANCE RECORD
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Ownership Type of document Retention Period
Plant Heads Summaries 10 years
Claims Filed and settled 5 years
Claims Filed and pending Litigation 5 years after settlement
Inspections 3 years
Insurance Policies(including expired 5 years
policies)
Support Data 7 years
HR Head Group Insurance Plans — Active Employees | Until Plan is amended or

terminated

Q. ELECTRONIC DOCUMENTS

server and dump of e-mail correspondence
should be saved in the server. Everyone
shall strive to save the backups files in the
Company’s server.

Ownership Type of document Retention Period
Head of IT | All documents including Excel, Word, PPT, | 3 years unless asked for a
Department. PDF etc. shall be saved in the Company’s | longer tenure

R. MISCELLANEOUS

Ownership Type of document Retention Period
Head of Consultant’s Reports 2 years

concerned Material of Historical Value (including picture, Permanent

Departments publications)

Policy and Procedures Manuals- Original

Current version with revision
history

Policy and Procedures Manuals- Copies

Retain current version only
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