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POLICY ON PRESERVATION OF DOCUMENTS
1. Legal Framewaork

securities and Exchange Board of India (Listing Obligations and Disciosure Requirements) Regulations, 2015
["Listing Regulations”) imposed certain obiigations and disclosure requirements on all the listed entities, one of
the common obligation for all the listed entities pursuant to Regulation  is to formulate and put In place a
pedicy for preservation of documents,

The Board of Directors of Radiant Financial Services Limited (the “Company®] is chliged to formulate a policy
far “Preservation of Documents” to comply with the requirements of Regulation 9 of the Listing Regulations.

This Palicy will be applicable to the Company effective 1 December, 2015.
2. Definitions

1. "Board”

Board means "Securities and Exchange Board of india.”

2. "Cormpany”

Company means “Radiant Financial Services Limited®

3. *Documents”

Dotuments means all papers, recards, files, books etc., and the like as required to be maintained under any
laws or regulation for the tinve being in force.

4, "Listing Regulations®

Listing Regulations means Securities and Exchange Board of India (Listing Obligations and Disclosure
Requirements| Regulations, 2015 {"Listing Regulations"]

A, Objective

The purpose of this palicy is to have a binding framewark for the preservation of documents of the company,
a5 approved by the Board of Directiors of the company.

4, General

Motwithstanding anything centained in this Policy, the Company shall ensure to comply with any additional
fequirements as may be prescribed under any laws/regulations either existing or arising out of any
amendment to such laws/regulations or otherwise and applicable to the Company, from time to time,

5. Amendment

The Board of Directors of the Company reserves the right to amend or modify this Policy in whole or in part, as
may be required, at any point of time,
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RETENTION SCHEDULE
5. No | Record Category Minimum Retention
B Record Type Requirement
1 Board hMeeting & 1. sgenda Permanent
Committes Meeting 2. Internal Audit yearly Reports
records 3, Board Resodutions

4. Commitiee Resolutions

L. Board Minutes

G, Committes Minutes

7. Adopted Policies

d. Attendance Registers

9. Disclosure of Interest

10 Other Miscellaneous reports) records

2 General Meeting records Permanent

1. Register of members

2. Miinutes

- 3. Attendance Register o
3 L. Incorporation, Canversion Business Permanent
commencement Cerfificates.

&, Memorandum of Association B Articles of

Association,

| 3. Common Seal
| 4, Annual Reports |
5. Varlous Statutory Registers pursuant to the
Companies Act, 1956 and/or Companies Act, 2013,
Other Secratarial records 6. Share Transfer, tr..anﬁmiss.ln-r'! ate,

correspondencas with the Registrar & Sharg

Transfer Agent.

7. Correspondences with MCA, ROC, RTA etc.

1, Correspondences with the Shareholders. Eyears from the date
the complaint is
resglved

L. Copies of all annual retwrns along with | & years from the date

certificates & documents reguired to be annexed of filing with the

— | thereto Registrar.
4 Insurance Claims & years from lapse of

1. Insurance Policy Execution/ Renewal Certificate | the Policy/

2. Insyrance Claims records settlement of claim.

5 SEBI & Stock Exchange Permanent
Records 1. Correspondences with SEBI and C3E, etc

2. Quarterhy Annual/ Mon- Cuarterly / others

Compliances submitted from bBme to ime.

3. Listing Agreement

4. Disclosure in Newspapers/ publications

b REI Records 1. License Certificate/ Renewal Certificate Permanent

2. Statutory Returns! Reports ete, submitted

from time to timea.

3. - Annaual return to RBI

8 financial years
1. Correspondences with Statutory bodies. following the
2. Apditors Report relevant Financial
o 3. Disclosure In Mewspapers, If any related to RBI Yoar,
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1. Client Records & transactions pursuant ta the
'"Wnow Your Customer” [KYC) Guidedines - Anti
honey Laundering Standards [AML) - "Prevention
of Maoney Laundering Act, 2002

2. Records pertaining to the identification of the
customers and thelr address (e.g. copies of
documents like passports, identity cards, driving
licenses. PAN card, utility bill for individuals and
HUF and for Corporates MOA & ADA, Financial
statements, details of directors etc.) obtained
while opening the account and during the course
of business relationship including yearly updates
and change in KYC records as and when reguired.

3. Records pertaining to complex, unusual large
transactions, which have no apparent economic or
wisible lawful purpose.

10 years after
compbetion of the
refevant
transactions.

7 Misc Licenses obtained 1. Trade Licenss Permansant
from Statutony Authorities 2. Shop and Establishment, ete,
B Property Records Permanent
1. agreement) Contracts
2. Documents relating o acquisition and sale of
i Real Property. —
. Legsl | Correspondences with Courts/ other statutory remanent
) bodies regarding any petition / cases/ suit etc.
10 Personal Records 1. Official Personnel Files of Active Employees and | To be retasined during |
trainees actwe ermployment.
2. Official personnel files of inactive employees B years from the date
and Trainees of terminaticn of
— employment
H 1. Audited Financial Statements |-Permincn
| 2. Auditors Reports -
Finance & financial years
1. Books of Accounts & Vouchers following the
redevant Financial
Year, _
12 Permanent
L. Registration) amendment Certificate under
various relevant provisions in foroe,
2. Correspondences with the Statutory bodies
L Preservation of Specific books of accounts & financial years
following the
Taxation refevant Financial

Year

.1. Records pertaining bo various other laws in force

Records maintalnec'l' N
under various other
laws in force from
time to time would
| be acceptable.




