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POLICY OF ARCHIVING OF DOCUMENTS WHICH ARE 

HOSTED ON THE WEBSITE OF THE COMPANY 

1. STATUTORY MANDATE 
 

The Board of Directors (The “Board”) of Emami Paper Mills Limited (the “Company”) has adopted 
the following policy and procedures with regard to disclosure of material events which are 
necessary to be disclosed to the stock exchanges based on criteria as may be deemed necessary 
and has been adopted as part of this policy. The Board may review and amend this policy from 
time to time. 

This Policy will be applicable to the Company with effect from 1 December, 2015 is in terms of 
Clause 30 of Chapter IV of Securities and Exchange Board of India (Listing Obligations and 
Disclosure Requirements) Regulations, 2015 (“LODR”). 

2. PURPOSE AND SCOPE 
 
The purpose of this documents to present a high level policy statement for Emami Paper Mills 
Limited (EPML) regarding preservation of its documents which are hosted in the Company’s 
Website in accordance with the provisions of SEBI (Listing Obligations and Disclosure 
Requirements) Regulations, 2015 (“LODR”) 
 
The policy is framed for the purpose of archiving of documents which are hosted on the website 
of the Company 
 
3. POLICY  
 
a.  All Documents generated, disclosed or received by the Company, on its website, 
            for the purpose of shareholder communication, are the properties of the Company 
            and constitute archival material. 
 
b.  Archival material of the Company shall not be destroyed or purged without the approval  
            of the Authorised Person. 
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Provided that nothing contained herein shall be deemed to lead to an exception in case of 
an accidental deletion, or deletion due to any system flaw, virus, or any other deletion, 
inaccessibility or loss due to any reason other than deliberate and determinate deletion. 

 
c. Material so selected for preservation shall be sent to the Company archives in the 
      category of [Libraries]*. 
 
d.  The Authorised Person, in consultation with the Board, will be responsible for deciding 

how long archival material is to be retained in and under the direct control of the officer 
concerned, if the law does not specify any time period. The  period shall not be less than 
3 years. 

 
e.  With reference to the pretext, the Documents submitted to the stock exchange, to be 

hosted on the website for the purpose of compliance with disclosure norms shall also be 
archived. 

 
i.  Archiving of the Documents to be submitted to the stock exchange, in terms of the 

Regulations, shall be done after the lapse of the preservation period of 5 years [as 
specified in Regulation 30(8)], as per the archival policy. 

 
ii.  For the Documents to be submitted to the stock exchange to comply with disclosure 

norms as required by any other Applicable Law, the Documents are to be archived after 
the lapse of the specified/required time period 

 
4. BOARD’S APPROVAL 
 

The Policy has been adopted and approved by the Board of Directors at its meeting held 
on 29th November, 2015. 
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* Company to specify based on the folders in its website 


