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AVAILABLE FINANCE LIMITED

Policy for Preservation of Documenls
Under Regulation 9 of the SEBI (Listing Obligations and Disclosures Requirements)

Regulotion, 2015

1. PREAMBLE:
The Board of Directors (Board) of Available Finance Limited (,,the Compaq,,, or
"Available") has adopted the following policy and procedure with regard to preservation of
documents as defined below. The Board will review and may amend this policy from time to
time.

2.PURPOSE: n
This policy is framed as per requirement of Regulation
Disclosures Requirements) Regulation, 201 5

Ij

9 of SEBI (Listing Obligations and

4. DEFINITIONS:
I. Act: Means the Companies

I[. Board of Directors:

III. The Company:

VI.SEdI @ODR) Regutation,

Reqdirements) Regulation, 5

VIl. Compliance Officer: The Company

appointed by the Board of Directors of the

purpose ofthese from time to time.
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The Board of Directors sha, decide necessity ofpreservation ofdocuments permanentry fromtime to time as.required under the Act una n.grtutlon. 
"""

I. Documents/records related to accounts, secretarial department:Notwithstanding anything contained r,,.*ir-,r,,. a.i'ii-i rll ss-, the following documenrs/records maintained under the Act, Rules una n"griution- Jrrrc p*r..*i o..i,ffirrxrohosted on the website ofthe Company:_

a. Financial Statements. duly signed annual reports.
b. Annual Returns filed with the RoC.
c. Minutes of all'the General Meetingr. {
d. Disclosures made under the SEBI Insider and Takeover Regulations and theSEBI (LODR) Regurations, 2015 to the Stock Exchange from time to time.e. Memorandum and Articles of Association of the Company as may be amendedfrom time to time.
f. Shareholders and Joint Venture agreement.
g. Letter of Offer related to public issue, right issue, further issue, byyback offer,etc.

h. any others, if Board ofDirectors may deem thin fit.

VIII. SEBI: The Securities and Exchange Board of India
IX. Rufes: Rules made under the Companies Act,2013.
X. Regulation: Regulation made under SEBI Act.

Notice of the Board meetings given to the Stock Exchange lor considering maflersrelaring to pre-intimarions required ro U.,rUriii.J,o'in. ,,.".0 Exchange.
Date for the Book Closures an
by the company from time ," llrt*"'o 

dates for various purposes as may be decided

Quarterly and halfyearly and annual financial results ofthe Company;

,Hffi:'' 
Shareholding Pattern including details for pledge of shares and any changes

Results of the E-Voting, General Meetings, postal Ballot etc.
List of Unpaid Dividend to the shareholders

I
'r

3.

4.

-5.
6.

1 Change in the constitution of the Board of directors, KMp, Compliance Officer,Auditors,,Sec-retarial Auditors, Share Transfer Ag";;. 
" "' ^"'

-yCy'* poticy for preservotion of Documents



8. Agreement with the Share Transfer Agent, Depositories

9' Any price Sensitive Information's given or provided to the stock Exchange under
Regulation 30 ofthe SEBI (LODR) Regulations, 2015.

10. Recommendation and payment ofdividend to the shareholders

ll. Details ofthe Complaints received and resolved by the Company.

12. corporate Governance Report srbmitt"d to the Stock Exchange on quarterry and
annual basis.

13. copy ofthe orders issued by the SEBI or Stock Exchanges rerating to securities risted
with the Stock Exchanges.

The above said documents shalr be hosted by the company on its website for a period atleast
8 years. The Board of Directors may decide the preservation period for any particurar
documents.

The Company Secretary urd ,n ubr"n"", 
"u,j::1.^"r^1tr:..]:_^ 

1f.the 
C.ompany are responsible for taklng in,o *.or'ilt'irr.-p""'"ir"l

impacts on preservation of the documenti in their *ork lr.u ,;-rh;ir;#;;'',"
retain/preserve or destroy documents pertaining to their area.

The company secretary or any one Key Manageriar personner ofthe company authorized by
Board of Directors shall be responsible for monitoring the policy. The iluthorized p"r*, ,fr"ff
inform its Board ofDirectors about the monitoring oftne Roticy. :
The authorized person shall take necessary step to discharge his duty.

It.is only through preservation thai continued avairabirity and access to items in thecollections can be maintained. The following principles shall be kept in mind:-

where possible, documents are preserved in their originar format, respecting the physical
integrity and authenticity ofthe original documents.

Active conservation is emproyed when appropriate to prevent further deterioration or
damage to an item, or to enable access to be-given.

Appropriate conservation measures will take into account the needs, value, significance,
and usage ofthe item in question.

Sdtrogates shall be created where appropriare to protect the originar, and to allow widerdccess to. the content. Surrogates iha[-not ."pru"" tt" o,iginar, which wilr stifl needpreservat ion.

All staff are made aware ofthe paramount importance ofpreservation, and are trained on
safe handling of documents.

?
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10. SECURITY OF DOCUMENTS:
The Board shall ensure that all the documents shall keep in safe place in the company
premises. The Board may authorize person for the security ofdocuments, who shall be
responsible for safe custody of documents.

CLAIMS:
In case the company is served with anf notice for request of documents or any employee
becomes aware of a governmental investigation or audit conceming of the iompany or
commencement of any litigation against the company, such employee shall inform the Top
Management and any further disposal of documents shall be suspended until such time as the
Top Management with the due advice from the legal counsel determine otherwise. The Top
Management in such case shall inform all the employee by mail under,,User list,,of the need
to retain the documents and suspension ofdisposal ofthe same.

I2. DISPOSAL OF DOCUMENTS:
Disposal ofdocuments after said period of8 years (whose preservation shall not be permanent
in nature) shall bedone in the presence of Authorized person i! method prescribeJ by Board
ofDirectors. Before disposing a soft copy shall be taken for the record.

13, REVIEW OF THE POLICY:
The board ofdirectors ofthe company shall review the policy on annual basis. The authorized
person shall provide regular assurance to board ofdirectors on the effectiveness ofthe policy.

Nole: The above said policlt was approved by the Board of directors at their meeting held on
27' Day ofOctober,20l5 and shatl become applicable w.e.f.l't Day of,December, iLl S.

Qlvg1Ddr"
(CS Murtaa,a Chechatwala)
Compliance OfJicer

Date:27/10/2015
Place: Indore
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