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PRESERVATION OF DOCUMENTS POLICY

1. PREAMBLtr

2. DE}'INITIONS:

'llorr{l of Dircclors' or 'l}o.rd' lrcans the Board of l)irectors of Ilapp} Steels I inritcd

'lhe pLr|pose ol lhis Polict is 1() csteblish a l'ranlcuork lor'l)res'rvaliol ol Doclllrcnts'

consislcnt \\iLh the rcgularlor\ r'cqLlirenlcllis lhc proccss oi claluating the btlsiness

ircli\ iti.,s iltcluclcs (lel.rntinalion ol .locLrntcllts ind olhar inlirlnatioll thal ilrc requircd 10

b. crplured anrl ptescnecL in o|dc| t,r.l.el blLsiness rrccds olganiTational reqltirclllerts

aud stakchoLlcrs e\Pcctations-

\\'c. al llapp) Srcels LimiLetl. bclievc lhat cllicielrl record keeping in lirndanrenlrl fhr

cllictivc inlbrntalion slslcrn lhal support good and trxnsparenl governance culture'

(juiclcrl br the principlcs lalcl do*r in terms ol Rcgulrtlion I ol thc Sccu lics anrl

Iixchangc l3oald o1'Inclia (l.isting an.l Disclosurc llecluircnlents) itegulatids 20l5 the

{..r'rl':.tt. .1.1'Il\'.1 l. .u'l l.ll\r I li.\ rl 'i'(r\"i"ll'-l l) '(' ll'c,' 
"

In rcmrs ol R.qulrlion ]0(3) ol lhc (l-isting rrrd I)isclosulc Ilequircnl'nls) Rcgulalions'

l()15. thc eo )per\ is r-cqLri|ctl 1o lo nLrlel. '\lt(llll\'\l' l'OLl(lY' 1ir lrll the

l)isclosLncs 0l c\cnLs,lnli)rnltLiotr ro llrc slocL I\chxngcs i LcIms ol lllc (,rnLf.Lrli s

I)olic\ lbr l)isalosLlre ()1 1'l\cnts, lnlbrnlllioll and Dctcrllli11alion oli\lalerialil)'

'.\ct' lnralrs Lha Conlpanies '\ct. 201 I ircluding anl 
'lncndn'nl 

or modillcalion thel.eofl

'^pplicirble La*' lneatls an) h\\. rulcs circLllaN gLlidclines or stalldords issued h)

StcLrriLics I,xchange Iloaltl o1_lurlia. lhe Nlillisu) ol C'orfori11' All'airs allrl the lnstilulc ol'

Co.rpan\ Sccretrries ol lnclie ur)dcr which lhc prescrr'alion of 
'locun]cllls 

has bcctl

Drescrihcd.

' \xthorized l'erso' lllerlls rlr\ pcrson dul) xLlthori'7cd b'\ lhc Roard'

.\rchi\.e'is an acclrnlLllalioll ol historiclll rccords or thc physical plilccrelect(mic nrcdc

\\herc the\ arc located i\rcllilcs cLrlllaii prinlaI) sourcc of docuficnts that 1]a!e

irccU1lrLllatcal o\cr the coLll-sc ol ell orgillliTalioll's lil'etjrllc ancl arc kcpl to \lro\\' Lhe

liLIction ol thall orglllli/atio0

,)



( ,!rrpxr\'r L . r: H.lpl - \lJ( .. irr rcJ.

(lurrent f)ocunrents' tttaatts ltnt docunlerll thel slill hcs en ongoing rcle!anc' \!i1h

rc-li'rcncc lo liD ottgoills liligation. procccdings. conlpliilnt disputc conlract or an) like

nliltlat,

'Committec lreairs thc Conrnrillce ol'thc Boar'd of Directors or ant olhel colllDitLcc su

conslilutcd.

(l0mplinncc Officcr' lncxns Conlpall\ Sccrctarv olthc Cornpan)'

'l)ocuncnts lneals PePels. notc\. agrcclllelll\. noliccs- adlcrliselllcnls lcqtL \itil'15

ordcrs. alcchrxlions. tbrnls. corrcspondellcc. lrillutcs. illdices. rcgisLer's and or arv olher

rcc(lrd rccluircll Lulder or i11 ordar 1o conrpl\'$ilh thc rc.luilenlcnts ()1 ait applicablc la[s

$hcthcr issucd. sent. rccci\cd or kcpl ill Pllrsuancc ()1 lhe Act or undar aD) oth'r la\! 1br

thc time bcing in fbrcc or,lllrcrr,'ise. rrreinlained on paper or in Electronic lorlr and docs

rrol includa nrLrlliplc r)r idcnLicail copics

"ll'r'idcnce' rcans i[lbnration lhat tcnds lo provc a lhct

l,llectronic llecords'nrcarls lh. clcclro ic rccords as dcliled nnder Section 2(1)(t) ol lhe

lnlbnnaLion l!'chnolog! Act. 2000

'l'innnciil Ycnr' sl)itll hll\e thc sllrrr nlcallilrg as assipncd Lrndar Scclion 2('+l) ol Lhe

('olrrpanics \ct r01i

r\'liintenrnca mcans kccpirlg docluDeots allLl racor.ls, eithcr ill ph,vsical or electronic

foun

'l>.eser\ ation netuls nllrirllcllance ol documcnts. llles and documcnts in usable lbnr

All olhcr \\ords and e\prcssiorls not.leincd hcreir't. buL defincci in thc Companies .\ct

2011. Securities Contracts (Rceulalion) r\ol 1956. lhe Dcllosilolics Act 1996 andlor rrrles

rnLl rcgLLlarious madc lhereundcr. shalt have thc sa c mcaniig as respcctivel,v assigned to

thcmin such.'\cts or rulcs or r'agulaLiotls' or an)stalutory nlodificaliol] or re-enactmellt

tl)!-rcto. ls lhc casc nla\ ba.

'[,lcctr(,oic l:orrn' trlciLns an) !onLclllporalleous alectr()l]ic dericc such as colllplltcr'

laptop. conlpacl disc. 11opp1 'Jisc. space o1l clcctrcIlic cloLrd ol an) othcr li r of slorilgc

end rctrie\ il clcvice. consitler'ccl laxsiblc. [helhcr tllc sitlllc is in possession or contl1)] ol

thc C ompan\ or otherwisc the Conlpallv has coilrol over acccss lo it'



l. POLICY FOR PRESIiRY  I'ION OF DOCUIIEh-]S

I)oclrrranls ol thc ConlParr! shell be prcserlad (\\h'ther in elcclft'ljc lblm or in physical

l'omr or both) as belou:

A. Following Docume ts shall be preserved permanently:

l. .\ll lircnscs. pcrrnissiorls. orcicts or ce illcrLcs ol pc4)cluil nalur''

2. \linutcs ol lloarcl Nleetings. ('onnnittees \lcelilgs and Sharcholdcrs N{cctidgs'

.1. Doc rreils es rcrltrilecl by llrc p|c!ailil1g larvs to be preservcd pernrancnll) and

J. l)ocLIllcnts as lllit\ be dccided b,\'the nlenagclrent ol'lhc Conlpanv to be presen:cd

pcrLDancnll).

B. Iior Spccific Pcriod

( crlain docrnncrls lother rhan lhosc statcd in the above paragraph (A)l shall bc

prcscnccl lirl specilic period as nrav be prcsclibcrl in prcvailing hws applicahle to the

C'onlpan-".

POLICY ON ARCHIVAL OF INFORMATION

('. For thc pcriod less than 8 \ears

('crLair alocunrcllls lother than those statcd ilr the alrovc jn the abore paragmphs (A) &

(l] )l shrll hc pr.ser!c.l lbr a period ol not less tirr'rn ci!lh1 (8) )ears aiicr conplelion ol'

lhe rcle\ ant |Iansaclions urllcss r-rlhcr-rvisc decided b) the \4anagcment oi thc Compan!

1.

lhe (lonpur sliall disclose on ils \\'ebsitc oll such evcnLs or inlblnration \\liioh hns been

.tir"toli"A u,' slock cxchange(s) Lurdcr lhc l{egLrlarion l0 ol the Securilies atld l"xcharl!:e

lloard of lnLlia (Listin.r: anJ DisclosLLrc Requiremcnls) Re!:uliltirlrrs' 2015 ancl srrch

Jirltnru,". ,t,oit t 
" 

t,,r-sted o, thc *ebsite .flhe listc.l .nrirl tbr a mirlimurn pcriod of ll!c

(5) ),cers itnd lll.rcalicr shall he placcd in ;rn Archir al'

5. IIOI,I'S A\D RIiSPONSII}I t-II'\ OT YARIoUS I)EPAItTNtI!N'I''\L tII'IADS

't he dcpartmcrlal hcads niust bc larniliar \\ith this polic) and 
'ducatc 

their 
'lepartrusni 

in

rhis rcgard. I her- mLlst lcstrict access to conlldential rccords and int' nation l_he-v nlust

coordi;lrlc in lh. destructior oflhc rccords as and u'hen rcqrritc'J'



6. ,\NI I,]ND}I I|N'IS .\N I) NIOI)I!ICATIoN IN 'TIIE PoI,t(]\'

llrc Board lray. subjcct 10 applicable la\is, arncnd any provision(s) or subsriturc any olthe

p.ovisionl-.) ,rith tlie nlr polision(s) or rcplace the polic) enlir'l)'\\ith a new polic) as it

mal decm necessarv.

Ihe Lloard nlay also eslablish lirnhcr r.ules ancl proccdures. lionl tinc 10 timc. lo give ell'cct to dlis

policl and to cnsttre tovcrnrlllcc.

For HAPPY STEEIS TIMITEO

&t5'


