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minimum period as mentioned in the annexure. However, company may
keep those records for longer period in case there is a dispute pending

before any court, department, judicial or quasi-judicial body etc.

3. APPLICABILITY
This policy shall be applicable effective from January 02, 2023.

4. Common Standards for the preservation of Records / documents. In
order to preserve relevant documents effectively, the documents / records
shall be

i.  Placed, handled, consulted and / or displayed in a way which
minimize the risk of damage and takes due account of their size,
shape and physical conditions;

ii.  Placed, handled, consulted and / or displayed in a safe and
secure location;

iii. Moved with due care between locations;

iv.  Placed, handled, consulted and / or displayed under appropriate
preservation conditions such as avoid areas of unsuitable
temperature and humidity or areas directly affected by ultra

violet light.
v.  Proper account must be kept of the location of all the record.
vi.  Adequate infrastructure must be in place to preserve the records

/ documents and to avoid any serious damage or loss including
the misuse, maltreatment or theft of records.

vii.  All departments, divisions or units involved and responsible for
maintaining their records shall take appropriate measures for
preventing records related to their areas and ensure that the
adequate care be taken while taking charge from the person
leaving the services of the company due to any reason.
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