CTM Technologies Limited

POLICY FOR PRESERVATION OF DOCUMENTS

Introduction:

This policy is primarily framed based on Regulation 9 of the Securities and Exchange Board of India (Listing
Obligations—and-DiselosureRequirements)-Regulations;2015-(hereinafter-referred-to—as—ListingRegulations®)-and
Companies Act, 2013. SEBI has mandated all the listed entities to have a policy on Preservation of Documents.
Archival Policy as referred to in Regulation 30 (8) of the Listing Regulations forms part of this Policy. This policy is
intended to ensure compliance particularly with the Listing Regulations and the applicable provisions of Companies
Act, 2013.

Purpose:

The purpose of this documents to present a high level policy statement for CTM Technologies Limited (Formerly
known as CTM Technologies Private Limited ) (“the Company”) regarding preservation of its documents in
accordance with the provisions of the Companies Act, 2013 (“the Act”), SEBI (Listing Obligations and Disclosure
Requirements) Regulations, 2015 (“the Regulation™) and any other applicable laws to the Company.

Accordingly, the Policy named Policy for Preservation of Documents (“the Policy”) has been formulated and adopted
by the Board of Directors (“the Board”) of the Company.

Objectives:

The Policy has been formulated and adopted by the Board for achieving the following objectives;

= To provide guidance for preservation of Documents to the executives and staff working in the Company;

= To create awareness amongst executives and staff working in the Company of importance of preservation of

documents for making critical decisions and undertaking other activities that may have an impact on the operations

of the Company; :

To retain and preserve its documents as the basis for communication with a range of external stakeholders;

To have systematic identification, categorization, maintenance, review, retention and destruction of documents

received or created in the course of business;

= To ensure that significant documents are safeguarded and preserved to ensure its longevity of priority documents
including its electronic resources.

=
=

Policy Statement:

The policy contains guidelines on how to identify documents that need to be maintained, how long certain documents
should be retained, how and when those documents should be disposed of, if no longer needed and how the documents
should be accessed and retrieved when they are needed

Classification of Documents:

Based on the recommendation of the management of the Company, the Board of Directors has identified following
classes for Preservation of various documents;

= Type: 1
Documents that need to be preserved / retained permanently.
= Type: 2

Documents that may be preserved / retained for a period of 8 years as specified under the Companies Act, 2013 or
LODR or any other applicable laws.

= Type:3

Documents to be preserved electronically and archived when necessary.
= Type: 4

Emails of all employees for a period of 3 years.
= Type: 5

Documents like budget papers, bank guarantees etc., which may be retained for less than 8 years.

Further Regulation 30 (8) of the Listing Regulations also refers to an archival policy as per which all events or
information which has been disclosed to stock exchange(s) under regulation 30 shall be hosted on the website of the
Company for a minimum period of five years and thereafter as per the archival policy of the company, as disclosed on
its website. Besides the above, as per applicable provisions of Companies Act, 2013 certain documents must be
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Destruction of Documents:
= Destruction as a normal administrative practice usually occurs because the records are duplicated, unimportant or
for short - term use only.
= The temporary Documents, excluding the Current Document(s) shall be destroyed after the relevant prescribed

~period as provided in the Annexure I, by the Authorised Person in whose custody the Documents are stored, after
the prior approval of the Board or any other authority as required under the Applicable Law pursuant to which the
Documents have been preserved.
= Register of the Documents disposed/destroyed shall also be maintained. It shall state the brief particulars of the
Documents destroyed, date of disposal/destruction and the mode of destruction. The entries in the register shall be
authenticated by the Authorised Person. )
= The format of the register has to be in accordance with Annexure IL

Conversion into Electronic Form:

The physical Documents preserved may be converted, whenever required or felt necessary, into electronic form to
ensure ease in maintenance of records and efficient utilization of space.

Periodical Review:

The Policy should be flexible and easy to understand and comply with by all levels of employees. The policy should be
reviewed periodically by the Board as and when practical difficulties are encountered. The Top management may also
review the policy on document retention to comply with any local, state, central legislations that may be promulgated
from time to time.
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Memorandum and Articles of Association etc.)
2, Licence and Permits, Industrial entrepreneurial Memorandum, Permanent Type 1
and other statutory approvals
3. ROC Filings, other statutory (mandatory and non-mandatory) & 8 Years Type 2
non-statutory Registers, documents and Stock Exchange filings
_in physical and Elecfronic form ' =
4. | Agreements made by the Company with Stock Exchanges, Permanent Type 1
Depositories, etc.
4. Legal Files and Records
Responsibility: Secretarial cum Legal Department
Sr. Record type Retention period Document Type
No.
1 Legal Memoranda and Opinions 5 years after the Type 5
closure of the matter
2. Litigation files 3 year after Type 5
expiration of disposal
of the case
3. Court Orders Permanent Type 1

5. Property Records

Responsibility: Secretarial cum Legal Department

Sr. Record type Retention period Document Type
No.
I Correspondence, Property Deeds, Assessments, Licenses, Permanent Type 1
Rights of Way
2. Original Purchase / Sale Deeds Permanent Type 1
3. Original Lease Agreements 5 years after expiration Type 5

of the lease

6. Insurance Records

Responsibility: Finance cum Insurance Department

Sr. Record type Retention period Document Type
No.
1. Annual Loss Summaries 8 Years Type 2
2. Audits and Adjustments 8 Years Type 2
3. Claim Files (Including correspondence, medical records, injury Permanent Type 1
documentation, etc.
4. Group Insurance Plans - Active Employees 8 Years Type 2
3. Group Insurance Plans — Retirees Permanent Type 1
6. Insurance Policies for the Company Permanent Type 1
Tos Journal Entry Support Data 8 Years Type 2
8. Releases and Settlements Permanent Type 1

7. Contracts entered into by the Company including Marketing Records
Responsibility: Secretarial Department

Sr.
No.

Record type

Retention period

Document Type

1.

Contracts and Related Correspondence (including any
proposal that resulted in the contract and all other supportive

documents

8 Years

Type 2

8. Payroll Records

Responsibility: Human Resource Department

Sr. Record type Retention period Document Type
No.
il Employee Deduction Authorization 3 years after termination Type 5
of service of employment
2. Payroll Deductions 3 years after termination Type 5

Aol




10B1UOD 91} SB FUO[ Se paure)al 9q P[NOM J0B1U0d Je[nofied e 0} Sururepad 1op9] e “douesur 104 “Hoddns 1o
03 ureyad £y Juswnoop aY) se poriad auwies 9y} J0J pauIe)dl 8q PINOYS WNPURIOWW [BUISIUI PUB 90USPUOdSaLIOd ISOIA]

judunpreda(q aAanpdadsay :Ayjiqisuodsay]

:9pduLlg [BI2UID)

BPUBIOWIA] [BUId)U] pur 3dUIpuodsario) °¢€]

[ od&T juoUBULIO] syuaursasge diysiosuodg 1
N
adA 1, yuomndoq por1ad uonuajey ad£y paoooy “IS

yuaunpreda( 321nosay uewny :Aypiqisuodsay

Sp1033Yy s3a3foag diysiosuodsg 7|

I odLT, JuouUBULId suoneorqng 29 YoIeasay €

G adAy, SIeak € "019 ‘so1s1eIS WeI301d z

G adA] sIeak ¢ SPI0J3Y AJUBPUINY i
“ON

adA ], yuawndoq poriad uonualay ad£y pa1oday “IS

yuaunyreda(q 2andadsay :Aqiqisuodsay

SP1023Y IIAIAS 2p sweadodd ‘[

JUSWINOOP IJI[IBS )
G ad4y, Surpasiodns 10)je s1eak ¢ uondrosa qor ‘6
s3uruado qol 10J SJUSWIASIIAADY
g adAT, sIeok ¢ pue  sopusly JuwowAkodwyg  @im  9ouspuodsario) ‘8
juowAo[duwo JO 99TAISS JO
¢ adAL, UOTJRUIULIS) JO)Je SIBaA € [enpIAIpU] — S1oenu0)) JuswAojdwry I
s1oded
paje[or Aunbus ‘spiooar uoneoyijenb pue Jururen ‘synsal
juswoduwa Jo 901AIeS Jo | 1593 ‘sioded uoneurund) ‘suorenjeA? 2ouewojRd ‘sprooar
GadAy, uoneuUIULId) Joye siedk ¢ | uorjoword Jo qof ‘suuioy uoneosrdde ‘spiodar dduUBpUSY )
juowAo[duwa JO 901AISS JO
G adAL, UOIBUIULIY) Jo)Je SIBA ¢ SP1099Y [BIIPoIA 99Kordwg S
1 odAL JUQUBULIOJ [enueq uononpuj 29 yooqpuey ookojdwyg R
juswAo[duwa JO 99IAISS JO
g adAL UON)RUIULIY) JO}JR SIB9A ¢ sp10ooy s3urureq sokordwyg *'C
7 3dAT, SIBoK § SpIEMY / SOAIJUSOU] / SOSNUOY / UOISSIUIUIO)) T
1 9dAL JUSUBULId] $99A0[dwa [enpIAIpUL JO SI[I] [QUUOSId] ‘1
N
adA [, yuswndoq poriad uonualY ad £y paoday IS

yudwyieda(q 92.1n0say urwing :Afiqisuodsay

SP1023Y Y H pue [duuosidg ‘0

1 od&1, JUSUBULID]

SPIOIY UOISU{ pue JUSWINIY

‘1

adA I, yuswndoq poriad uonuaYy

ad£y paoday

"ON
IS

yuaunyieda(q 22.1n0say urwing :Ayqiqisuodsayy

SP1023Y P3je[a. [BI}a] pUE UOISUdJ °6

potiad
G adA1 JUBAQ[SI O} JoYe SIBdA ¢ SPI0J9Y 9ABY] ‘L
G adAL sIeak ¢ SPI099Y 93BA\ paule[duN) ‘9
G adA] sieak ¢ $1994S / SpIe) owi], e
JudwAo[duIa JO 9JTAISS JO
G adAL UOTJRUIULIS) Jo)Je SIBdA € (39N pue $s0ID) SI)SIZNY [[0I4e] b
juowAo[duwa Jo 3J1AISS JO SIUQWIASINGSIP [BI1}a1 puB AJINjels SurpIesal
godAy UOTJRUTULIS) Jo)Je SIBOA ¢ | S[Ielop  SuIpn[our  spIiodody 3s0) uonnquysiq JInoqe] i
juawAo[durd JO 99IAIS JO




~ 14. Electronic Documents including email retention and back up

1. Those pertaining to routine matters and having no significant, lasting consequences should be discarded within
two years '

2. Those pertaining to non-routine matters or having significant lasting consequences should generally be
retained permanently

Responsibility: Informational Technology Department

A. Electronic Mail: Not all email needs to be retained, depending on the subject matters;

=
=
=

=

=N
=N

All e-mail from internal and external sources to be deleted after 24 months

Staff will strive to keep all but an insignificant minority of their email related to business issues

Central IT team would archive email for six months after the staff has deleted it after which time the
email will be permanently deleted

Staff will not store or transfer the Company related emails on non-work related computers except as
necessary or appropriate with due approvals from the Central IT team and the respective Managers

Staff will take care not to send confidential / proprietary information to outside sources

Any e-mail that the staff deemed vital to the performance of their job should be copied to the staff’s
specific folder and/or printed and stored in the employee's workplace

B. Electronic Documents including PDF files

=N

N

PDF documents can be a maximum period of 8 years. But the said document may be destroyed depending
upon the completion of the job or its use coming to an end

Text/ Formatted files: All word / excel / Power point files may be deleted once every year depending on
the importance or lack of it

C. Web page files

=

=

May be retained for a period of 5 years as specified in SEBI’s LODR Regulations, 2015
May be archived by the I.T. department with the support of the service provider for a period of 3 years
after the initial period of five years of live page

15. Miscellaneous Records

Responsibility: Respective Department

Sr. Record type Retention period Document
No. Type
1. Consultant Reports 8years Type 2
2. Policy and procedures manuals Original Current version with revision history Type 5
3. Policies and procedures manuals — Copies Retain current version only Type 5
4. Dealership agreements ' Current version with revision history Type 5
5. Annual Reports Permanent Type 1
6. Export Documentation FIRC details Permanent ‘ Type 1
T Import Documentation Permanent Type 1
8. Register of Documents disposed/destroyed . Permanent Type 1
Annexure II
The format of the register of Documents disposed/destroyed
(Refer Point No. 10 of the Policy)
Sr. Particulars of Document along Date Initials of the Authorised
No. with provision of Applicable Law and Mode of Person
Destruction
i Commission / Bonuses / Incentives / Awards 8 years
2 Employee Earnings Records 3 years after
termination of
service of
employment
2k Employee Medical Records 3 years after
termination of
service of
employment
4. Attendance records, application forms, job or promotion 3 years after
records, performance evaluations, termination papers, test termination of
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