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THE METHONI TEA COMPANY LIMITED 
 

ARCHIVAL POLICY 
 
PREFACE 
 
The Methoni Tea Company Limited (‘the Company’) in accordance with the requirements of the Regulation 

30 of Securities and Exchange Board of India (Listing Obligations and Disclosure Requirements) Regulations, 

2015 (‘’Regulations’’) has framed and implemented the Archival Policy (‘’Policy’’) of the Company, duly 

approved by its Board of Directors. 

 

OBJECTIVE 
 
The objective of this Policy is to comply with Regulation 30(8) of the SEBI (Listing Obligations and Disclosure 

Requirements) Regulations, 2015, as mentioned below: 
 
“The listed entity shall disclose on its website all such events or information which has been disclosed to stock 

exchange(s) under this regulation, and such disclosures shall be hosted on the website of the listed entity for a 

minimum period of five years and thereafter as per the archival policy of the listed entity, as disclosed on its 

website.” 

 

ARCHIVAL POLICY 
 
In accordance with the provisions of the aforesaid Regulation, any events or information disclosed to stock 

exchange(s) under this regulation, shall be hosted on the Company’s website for a period of 5 years, or such 

other period as may be prescribed by SEBI or other concerned statutory authority, from time to time and 

thereafter the same will be archived for a period of 1 year. 

 

Broadly, there are two kinds of Company information - Temporary and Retained 

 

TEMPORARY RECORDS 

Temporary records include all business documents that are intended to be superseded by final or permanent 

records, or which are intended to be used only for a limited period of time, including, but not limited to written 

memoranda and dictation to be typed in the future, reminders, to-do lists, reports, drafts, and interoffice 

correspondence regarding a client or business transaction. 

 

RETAINED RECORDS 

Retained records include all business documents that are not superseded by modification or addition, including 

but are not limited to documents given (or sent via electronic form) to any third party not employed by the 

Company, or to any government agency; final memoranda and reports; correspondence; handwritten telephone 

memoranda not further transcribed; minutes; specifications; journal entries; cost estimates; etc. 

 

RECORD RETENTION SCHEDULE 

Each Head of the Department shall identify and at all times maintain a schedule of temporary and retained 

documents. 
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Records as per the Companies Act, 2013 and SEBI Regulations 

The Company shall maintain all records as per the Companies Act, 2013 and SEBI Regulations for not less than 

8 (Eight) Years. Documents that are to be made available on the Company’s website in Compliance with the 

SEBI (Listing Regulations and Disclosure Obligations), 2015 will be made available on the website for a period 

of 5 years and thereafter will be archived for a period of 1 years.  

 

Tax Records 

Tax records includes, but are not limited to Documents concerning tax assessment, tax filings, tax returns, proof 

of deductions, appeal preferred against any claim made by the relevant tax Authorities. Tax Records shall be 

maintained for a period of 8 or for a period of 8 (Eight) Years after a final Order has been received with respect 

to any matter which was preferred for Appeal, as the case may be. 

 

Employment /Personnel Record 

The Company is required to keep certain documents relating to recruitment, employment and personnel 

information, performance review, action taken by or against any employee, complaints by or against any 

employee. These Documents relating to Employment or Personnel information shall be retained for a period of 

at least 8 (Eight) years. 

 

Press Releases 

Press Release shall include, but shall not be limited to, any intimation given to the press regarding financial 

results, profits, Meetings of the Board, General Meetings, and overall performance of the Company. The 

Company shall retain all Press Releases for at least 8 years. 

 

Legal Documents 

Legal Documents shall include, but shall not be limited to contracts, legal opinions, pleadings, Orders passed by 

any court or tribunal, Judgments, Interim Orders, Documents relating to cases pending in any Court or Tribunal 

or any other Authority empowered to give a decision on any matter , Awards, Documents relating to property 

matters. A contract shall be retained for a period of 8 (Eight) Years or for 8 (Eight) Years after the expiry of the 

term of the contract, whichever is higher. 

 

Documents relating to any property owned by the Company shall be retained perpetually. 

 

Other property Documents shall be retained for a period of 8 (Eight) Years or for a period of 8 (Eight) Years 

after the rights in such property ceases to exist, whichever is higher. 

 

Orders passed by any Court or Tribunal or any Authority or Judgment which are final in nature and cannot be 

superseded shall be retained permanently. Interim Orders shall be retained till a Final Order is received or for a 

period of 8 (Eight) Years whichever is higher.  

 

Pleadings shall be retained for a period of 8 (Eight) Years or till the matter has been disposed off, whichever is 

higher. 

 

Marketing and Sales Documents 

The Company shall retain relevant marketing and sales Documents for a period of at least 8(Eight) Years. 
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Intellectual Property Documents and Licenses 

Intellectual Property Documents shall include, but shall not be limited to Copyrights, Trademarks, 

Patents, and Industrial Designs. Intellectual Property Rights Documents that are owned by the Company 

shall be retained by the Company permanently. 

 

Licenses shall be retained till the time the validity of the License and for a period of 8 (Eight) Years 

thereafter or for a period of at least 8 (Eight) Years, whichever is higher. 

 

RECORD MAINTENANCE AND STORAGE 

All records in physical form are to be maintained by the Records/Respective Department(s) at the 

respective locations. 

Electronic version(s) of all of records are to be maintained within the Company’s centralized electronic 

record software database, which is maintained by the IT Services Department. 

 

DISPOSAL OF RECORDS 

Physical records disposed of pursuant to the retention periods specified in the Document Retention 

Schedule shall be disposed of using a cross-cut shredder. The Records Department shall adopt 

appropriate procedures to permanently dispose of any non-paper physical records, such as photographs or 

audio/video recordings. 

 

In the event that it is necessary to manually dispose of an electronic record, the IT Department shall use 

the “permanent delete” function to permanently dispose of electronic records. 

 

AMENDMENT 
 
The Board of Directors may modify/amend this Policy as and when deemed fit. 
 
In case of any amendment(s), clarification(s), circular(s) etc. issued by the relevant authorities, not being 

consistent with the provisions laid down under this Policy, then such amendment(s), clarification(s), circular(s) 

etc. shall prevail upon the provisions given in this Policy and the Policy shall stand amended accordingly from 

the effective date as laid down under such amendment(s), clarification(s), circular(s) etc. 

 

 

For Methoni Tea Company Limited 

Sd/-  

Director 


