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BEN ARES HOTELS LIMITED  

POLICY FOR PRESERVATION OF DOCUMENTS 

I BACKGROUND 

The SEBI (Listing Obligations and Disclosure Requirements) Regulations, 2015 (Listing Regulations) 
requires every Listed Company to formulate a Policy on Preservation of Documents. The Companies 
Act 2013 and various other statutes, as applicable from time to time, also provides for the preservation 
and maintenance of different Documents for a certain period and destruction of obsolete Documents 
after completion of such period. 
In view of the above, the Board of Directors of the Company have adopted this Policy for 
Preservation of Documents (the "Policy"). This document outlines the policy in respect of 
1naintenance of records, specifically in relation to record retention and location. 

II OBJECTIVE OF THE POLICY 

This Policy provides a framework for ensuring that official records and documents, both physical and 
electronic, are adequately maintained and protected. The Policy also deals with the retrieval process 
and disposal/ destruction of obsolete records. 
This Policy covers records retained at the Company's Registered office as well as the corporate office 
and the office of the registrar and share transfer agent. 

The objective of this Policy is to classify documents, records and registers of the Company in two 
main categories viz. (i) documents which need to be preserved permanently and (ii) documents which 
need to be preserved for a specific period of time. 

III DOCUMENTS 

Document( s) refers to papers, notes, agree1nents, notices, advertisements, reqmsrttons, order, 
declarations, forms, correspondence, minutes, registers or any other record, required under or in order 
to comply with the requirements of any applicable law maintained on paper or in electronic form 
received or kept in pursuance of any Act or under any law or statute. 

The law requires the Company to maintain certain types of records either permanently or for a 
specified period of time. Failure to retain the records could inter-aliasubject the employees and the 
Company to penalties and fines. 

IV RESPONSIBILITY 

All employees are required to fully comply with this Policy, provided that all employees should note 
the general exceptions available under various laws. 

The responsibility of maintaining the records would be with the concerned Departments within the 
Company. If the location is other than the concerned department, the same should be documented 
and kept in a ftle for reference purpose in the respective department. In case of critical documents 
which need to be preserved for very long periods or permanently, the same shall be preserved in fire 
proof or other such secure cabinets. 






