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NIKS TECHNOLOGY PRIVATE LIMITED

POLICY FOR PRESERVATION OF DOCUMENTS AND ARCHIVAL OF DOCU MENTS

| Introduction:

This policy is primarily framed based on Regulation Y of the Sceurities anc{ Exchange Board of_ }ndu:j (Iélsnng (‘zzrg:::)n: (;1;1;]
Disclosurc chuircmchts) Regulations, 2015 (hereinafier r_efcrmd o as” Listing chulan_ctns ) an nu;’lm:?:.w . ;mc;lé-ed “;
Archival Policy as referred to in Regulation 30 (8) of the Listng Regulations forms part of (h(l_‘h Policy. A ~Lp30|§
ensure complizince particularly with the Listing Regulations and the applicable provisions of Companies Ac &

2. Definitions:

In this Policy, unless the context otherwise requires:-

“Company” means Niks Technology Private Limited.

“Regulations” means Sccurities and Exchange Board of India (Listing Obligations & Disclosure Requirements) Regulations,
2015,

Words and expressions used in this Policy but not defined shall have the meaning as given in the SEBI (Listing Obligations &
Disclosure Requirements) Regulations, 2015.

Any subsequent modification and/or amendments brought about by SEBI in the SEBI (Listing Obligations & Disclosure
Requirements) Regulations, 2013 shall automatically apply to this Policy.

3. Purpose & Scope of the Policy:

Regulation 9 of the Listing Regulations mandates that a listed entity shall have a policy for preservation of documents. approved
by 115 board of directors, classifying them in at least two categorics as follows:

a. Documents whose preservation shall be permanent in nature:
b Documents with a prescrvation period of not less than eight vears afler compledon of the relevant transactions.

Provided that the Company may keep documents specified in clauses (a) and (b) in ¢lectronic mode.
Further Regulation 30 (8) of the Listing Regulations also refers to an archival policy as per which all events or information

wbi;h has been déscloscd to stock exchange(s)under regulation 30 shall be hosted on the website of the Company for a
minimum penod of five years and thereafter as per the archival policy of the Company. '

Besides the above. as per applicable provisions of Companies Act, 2013 certain documents must be preserved permancently or up
to a certamn prescribed time, i

Accordingly this policy has been framed keeping in view particularly the requirements of Listing Regulations and the provisions
of Companies Act, 2013

This Policy shall deem 10 have become ettective from February 22, 2021

4. Policy:

4.1 - Preservation of documents:
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(A) Preservation of Documents with specific reference to the Companies Act, 2013 and SEBI {Listing Obligations an
[Sisclosure Requirements) Regulations, 2015:

1. Documents whose preservation shall be permanent in nature:

1 i 7 : able AC
All those documents which are required to be preserved permanently n qccondancc \ul_h the p@;{:u\n:‘s r::-?g-‘t)il:ﬁghall blé
Rules ﬁegulations. Guidelines, Circulars, Noufications el¢. as may be applicable on tbc (.omp;{nl_yst d“in e g
prcecr.wd permanently. Details of documents whose preservation shall be permanentin nature is histe : :

2. Documents with preservation period of not less than eight years after completion of the relevant transactions:

All those documents which arc required Lo be preserved in accordance with the provisions ?f aprhgablcf&:t.r‘iu:l::;
Reeulations, Guidelines, Circulars, Notifications cte. for a period of not less than eight years afler L|om;:l c:uo:loht vea;s o
n:rg:sactiom‘ shall be prescrved accordingly. Detail of documents with preservation period of not less than eight )
completion of the relevant transactions is listed 1n Annexure-B.

3. Documents with preservation period other than those mentioned in (2) above:

All those documents which are required to be prescrved n aca_)rdancc. with_ the pm»ision:f» of ::npplli:':lbil; lA;:,L:aI;;l‘isc
Regulations, Guidelines, Circulars, Notifications ete. for a preservation period of other than those mentio
shall be preserved accordingly.

(B) Periodical Review of the Policy by the Board of Directors:

This policy shall be reviewed periodically by the Board and amendments aﬁ’ectgd subject to approval pf the Board :'I' gnd
when praciical difficulties are encountered. The Board may also review this policy on document retention to comply with
any local. state, and central legislation that may be promulgated from tim¢ to time,

(C) Suspension of Record Disposal in the event of Litigation or Claims:

In case the Company is served with any notice for request of documents or a govermmental investigation or audit
conceming the Company or commencement of any litigation agamst the Company. then disposal of documents shall be

suspended until such time as the Top Management with the due advice from the legal counsel determine otherwise. Such
documents shall be preserved until the completion of the judicial proceedings.

(D) Register of Documents destroyed:

Thc.Company shall maintain a register in the form set out in the Ammexure enclosed hereto wherein it shall enter bricf
particulars of the documents destroyed and all entries made therein shall be authenticated by the Company Scerctary or
such other persons as may be authonized by the Board for the purpose. ' :

(E) Policy Review:

This Policy 1s framed based on the requirements of Regulation 9 of SEBI (Li " % B
Regulations, 2013, . (Listing Obligauons & Disclosure Requirements)

In casc of any subscquent changes in the Companies Act,

2013 or Regulations which makes any of th Asions i
Policy inconsistent with the Regul ¥ i e rfres

ations, the provisions of the Act or Reg

'y inco . : ulations would prevail over the Policy and the
provisions in the Policy would be modified in due course to make it consistent with law ’ 6\—\ N 6 N
é N
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This Policy shall be reviewed by the Board of Directors as and when any changes arc to be incorporated in the Policy due
to change 1n regulations or as may be [elt appropriatc by the Board. Any changes or madification on the Policy would be
approved by the Board of Dircctors.

(F) Policy Severable:
This Policy along with Annexure constitutes the entire document in relation to its subject matter. In the cvent that any term,
condition or provision of this Policy is heing held to be in violation of any applicable law. statute or regulation. the same
shall be severable from the rest of this Policy and shall be of no force and cffect. and this Policy shall remain in full force
and effect as if such term, condition or provision had not originally been contained in this Policy.

4.2 - Archival of Documents mentioned in Clause (A) & (B) of Clause 3.1:

Documents mentioned in sub clause (A) & (B) of Clause 3.1 above shall be maintained/ preserved in the following
manner.

Documents maintained in physical form:

1 All information and/or documents pertaining to current financial year and for one preceding financial year shall be kept
handy and maintained in such a manner that their retricval 1s casy and quick.

2. All documents pertaining to the period prior to one preceding financial year, shall be keptin good condition at least up
(0 the minimum period specified for their maintenance / preservation in Annexure attached hereto. The said records be
also maintained in such a manner that their retrieval is casy and quick.

Documents maintained in electronic form:

| All documents pertain to current Financial year and for one preceding financial year shall be mantamed on server and
Backup be maintained on scheduled time and day. The documents shall be maintained n such a manner that their
retrieval is easv and quick.

_R\J

Back up of all documents peraining to the period pror to one preceding financial year shall also be maintained on
server, in good condition at lcast up to the mimmum period specified for their maintenance / preservation The sad
records be also mantained mn such a manner that their retrieval is casy and guick.

Documents made available on the website of the Company:

After the expiry of time mentioned in Clause 3.1 (B) (5) of this policy (i.c. five financial vears preceding the current financial
vear). the information and/or document shall be removed from the mamn website. The Backup of said information and/or
document which is removed from the main wobzite shall be maintained/ preserved in the server for a minimum period of 3 vears
and after expiry of this period of 3 vears the backup may be permanently removed from the server.

4.3 Destruction of documents mentioned in Sub Clause (A) & (B) of Clause 3.1 of this Policy:

Any of the documents mentioned in sub clause (A) & (B) of clause 3.1 of this policy, which are not required to be maintained
and preserved permanently shall be destroved

If documents / records should not be kept longer than is necessary and should be disposed of at the nght time as unnecessary
retention of records consumes time, space and equipment use. The documents / records referred to in Anncxure B shall be
preserved for at least 8 years (or additional period decided by the Company) may be disposed of after the expiry of the penods
of their prescrvation, after the approval of the Group General Counsel, Chief Financial Officer and Company'St:pchn_of the

Company. 76 O & -
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The Company shall maintain a register of disposal of rccords in the custody of the Compliance Officer of the Company. wherein
the brief particulars of the records disposed of shall be entered.

‘The register of disposal of records shiall contain the following columne:
a) Item Number:

b) Brief Particulars of the records disposed of:

¢) Datc of approval for disposal of records:

d) Date of disposal. and

¢) Mode of destruction

This register of disposal of records shall be maintained permanently by the Company with the assistance of the Compliance
Officer cither in physical or ¢lectronic form

5. Amendments and updates:

The Board of Directors can amend this Policy, as and when deemed fit. Any or all provisions of this Policy would be subject (o
revision / amendment i accordance with the Rules, Regulations, Notifications ctc. on the subject as may be issued by relevant
statutory authorities, from time to time. In casc of any amendment(s), clarification(s). circular(s) etc. issued by the relevant
authorities arc not consistent with the provisions laid down under this Policy. then such amendment(s). clanfication(s),

circular(s) etc. shall prevail upon the provisions hercunder and this Policy shall stand amended accordingly from the cffective
date as laid down under such amendment(s). clarification(s). circular(s) etc.

Niks Technology Limited
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Annexure— A

Documents / Record whose preservation shall be permanent in nature:

Sr. No.

Documents/Records

Certificate of incorporation

Memorandum and Articles of Association

wilra—

Agreements made by the Company with Stuck Cxchanges. Depositones, ete.

-

Minute Books of General Meetings, Board and Commuttee Meetings as per Companics
Act. 2012 and rules made thereunder

h

Register and Index of Members. debenture-holders, if any or other secunty holders, if
any

Register of Contracts as per Companies Act, 2013

Revister of Charges as por Companies Act, 2013

2 |~

Register of Investments as per Companies Act, 2013

Files relating to premises viz. Title Deeds/Lease Decds of owned premises/land and
building, ctc. and rclated Ledger / Register

10.

11.

Authorization / licenses obtained from any statutory authority

Policies of the Company framed under vanous regulations

12

-

Register of disposal of records

13

Such other records as may be required under any law from time to ime

Office No.: - 99055111150/ 7677111150 | Email: nikstechnology@gmail.com | website: - www.nikstech
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Annexure — B o . i
Documents / Record to be preserved for a minimum period of cight years:

Documents | Records
Sr. NO.

1 Instrument creating charge or modification (from the date of sansfaction of charge)
as per Companics Act. 2013

2 ‘Annual Returns as per Companies Act. 2013

3. Reeister of Deposits as per Companies Act, 2013

4. Register of Allotment (from the date of cach allotment) as per Companies Acl,
2013

5. Annual financial statements including:
- Annual accounts
- Directors report
- Auditors report

6 Bouks of accounts including Vouchers / Voucher register as defined under the
Companics Act, 2013

7. Income lax Returns filed under Income Tax Act, 1961

8 Al notices in form MBP — | received from Directors and KMPs along with any
amcndment thereto

9. Return of declaration in respect of bencficial interest in any share as per
Companies Act. 2013

10, Copv of newspaper advertisement or publications

11 Compliance Reports received from anv statutory authority

12. The postal ballot and all other papers or registers relating to postal ballot including
voling by electronic means

13. Disclosure/Return  filled under SEBI (Listing Obligation and Disclosure
Reguirements) Regulations, 2015
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