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ACCESS AND AUTHENTICITY 

The Preservation of the lfocords of the Company 1s vital in order to ensm e all can ent 
and future access to the Records. Preservation is also concerned with ensuring the 
authenticity of Records. 

The Functional/ Departmental heads of the different levels and departments shall 
prepare a matrix for identifying persons who will allowed to access different kind of 
Records maintained and preserved by the Company under their jurisdiction. The 
Function / Departmental Head en a quarterly basis will confirm to the Compliance 
Officer of the Company status of compliance with this Policy. 

RECORD RETENTION SCHEDULE 

The Records defined hereinabove as Permanent Records shall be maintained 
permanently and the Records which are required to be preserved permanently on 
the website of the Company shall be preserved in line with the vVebsite 
Archival Policy of the Company. 

Records should not be kept longer than is necessary and should be disposed of at the 
right time as unnecessary retention of Records consumes time, space and equipment 
use, therefore disposal will aid efficiency. 

The Company shall maintain a register of Preservation and disposal of Records in the 
custody of the Compliance officer of the Company, wherein the brief particulars of the 
Records preserved and/ or removed from the location after the expiry of its 
Preservation period shall be entered. The register of Preservation and disposal of 
Records shall contain the following columns: 

a) Item Number;
b) Brief Particulars of the Records preserved/ disposed of;
c) Date of creation of the Record;
d) Date of removal from the register;
e) Whether preserved permanently or not; and
f) Mode of destruction

This register of Preservation and disposal of Records shall be maintained permanently 
by tl1e Company with the assistance of the Compliance Officer either in physical or 
Electronic Form. 

RECORD APPRAISAL 

The Company shall at regular intervals carry out the appraisal of the Records 
preserved as per this Policy. The purpose of the appraisal process is to ensure the 

)��cord� are examined at the appropriate time to determine whether or not they are 
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