OFFICE NOTE Date: December 10,2015

From: To

Reena Shah Dr. B. Samal, Chairman
Company Secretary & Compliance Officer
Mumbai Office

Dear Sir,

Sub: Signature on adopted policy for determination of Materiality of any event or

information and policy for Preservation of Company’s files/documents

In terms of Regulation 30 and Regulation 9 of Securities and Exchange Board of India (Listing
Obligations and Disclosure Requirements) Regulations, 2015 dated September 02, 2015, all
listed Companies whose equity and convertible securities are listed shall make disclosure of
material events specified in Part A of Schedule III of the Listing Regulations and required to

have a Policy in place for Preservation of Documents.

With reference to same, the company has adopted the policy on determination of materiality of
any event or information and policy for preservation of documents in Board Meeting held on
November 06, 2015.

You are requested to sign the enclosed policies to take on record.
-

.

Thanking You, . IK‘ WW
Yours faithfully W vl/‘(\&!(;ﬁD
For IITL Projects Limited /{VN /{)J‘/

Reena Shah

Company Secretary & Compliance Officer




IITL PROJECTS LIMITED
POLICY FOR PRESERVATION OF DOCUMENTS

1. Preface:

This Policy has been formulated in accordance with the Regulation 9 of the Securities and Exchange Board of
Indiz (Listing Obligations and Disclosure Requirements) Regulations, 2015 (Listing Regulations). The Board of
Directors (the “Board”) of IITL Projects Limited (the “Company”) has approved the following Policy (“The
Policy”) of the Company in its meeting held on November 6, 2015, for preservation of Documents /Records
maintained by the Company either in Physical Mode or Electronic Mode (hereinafter referred to as “the
Documents”).

2. Objective of the Policy:

The purpose of this Policy is to ensure that the all the necessary documents and records of the Company are
adequately protected and preserved as per the statutory requirements and to ensure that the records of the
Company which are no longer needed or are of no value are discarded after following the due process for
discarding the same. This Policy is also for the purpose of aiding employees of the Company in understanding
their obligations in retaining and preserving the documents and records which are required to be maintained as
per the applicable statutory and regulatory requirements.

3. Definitions:

“Act” shall mean the Companies Act, 2013 and the rules framed thereunder, including any modifications,
clarifications, circulars or re-enactment thereof.

“Board of Directors” or “Board” means the Board of Directors of IITL Projects Limited, as constituted from
time to time.

“Company” means IITL PROJECTS LIMITED.

“Electrunic Record(s)” means the electronic record as defined under clause (t) of sub-section (1) of section 2
of the Information Technology Act, 2000.

“Electronic Form” means any contemporaneous electronic device such as computer, laptop, compact disc,
floppy disc, space on electronic cloud, or any other form of storage and retrieval device, considered feasible,
whether the same is in possession or control of the Company or otherwise the Company has control over access
to it.

“Maintenance” means keeping documents, either physically or in Electronic Form.

“Preservation” means to keep in good order and to prevent from being altered, damaged or destroyed.

“Regulations” means the Securities and Exchange Board of India (Listing Obligations and Disclosure
" Requirements) Regulations, 2015

The words and phrases used in this Policy and not defined here shall derive their meaning from the Applicable

Law.



4. Administration:

Documents Preservation Schedule approved as the Initial Schedule for maintenance, preservation and disposal
of the Documents is given in Appendix A. The Company may preserve the Documents in electronic mode. The
Compliance Officer of the Company, (the Administrator) shall be in-charge of administration of this Policy and
the implementation process and procedures to ensure that Documents Preservation Schedule is followed. The
Administrator is also authorised to make modifications to the Documents Preservation Schedule from time to
time to ensure that it is in compliance with local, State and Central Laws and monitor compliance with this
Policy.

Particulars of documents destroyed are required to be maintained in the format given in Appendix B.

5. Communication of this Policy:

Upon adoption of this policy by the Board of Directors of the Company, a copy of this Policy shall be handed
over within one month to all existing employees and Directors of the Company. This Policy shall also be po.ted

on the web-site of the Company.

. Authority to make amendments:

The Board of Directors are authorized to make such alterations to this Policy as considered appropriate, subject,
nowever, to the condition that such alterations shall not be inconsistent with the provisions of the Listing
Regulations and any amendment thereto from time to time.



APPENDIX A - DOCUMENTS PRESERVATION SCHEDULE

The Documents Preservation Schedule is organised as follows:
Section Topic

Corporate Records

Accounts and Finance

Tax Records

Legal Files and papers

Property Records

Projects Records

Correspondence and Internal Memo
Insurance Records

Personnel Records

Electronic Records

—rIZommUO®R

Record Type

1 Memorandum and Article of Association Permanent

2 Minutes Book of Board Meeting, Committee Meetings | Permanent
and General Meetings

3 Statutory Registers i-e Register or | Permanent
members/Debenture holders, Register of Charges etc.

4 License and Permissions Permanent

5 Statutory e-Forms except for routine compliance Permanent

) Scrutinizers Report Permanent

7 Index of Members Permanent

Annual Returns

8 years from the filing with the Ministry of
Corporate Affairs

10 Board Agenda and supporting documents 8 years
11 Attendance Register 8 years
12 Office copies of Notice of General Meeting and 8 years

related papers
13 Office copies of Notice of Board Meeting / Committee | 8 years

Meeting, Agenda, Notes on Agenda and other related

papers

Preservation period

Permanentl

2 Annual Plans and Budgets 8 years after completion of Audit

3 Books of Accounts, Ledgers and Vouchers 8 years from the end of Financial Year or
completion of assessment under Income
Tax whichever is later

4 Bank Statements 8 Years




Tax Exemption and Related documents

Permanent

Tax Bills, receipts and payments

Excise Records

Permanent

8 years from the end of the Financial Year
or completion of assessment under the
applicable law is over whichever is later.

Tax Deducted at Source Records

8 years from the end of Financial Year or
completion of assessment under the
applicable law is over whichever is later.

Income Tax papers

8 years from the end of Financial Year or
completion of assessment under Income
Tax whichever is later.

Service Tax papers

8 years from the end of Financial Year or
completion of assessment under Service

Court Orders

Contracts, Agreements and Related correspondence
(including any proposal that resulted in the contract
and oth tive documentation

Legal Memoranda and Opinions including subject
matter files

Tax whichever is later.

Preservation period

Permanent

8 years after termination or expiration of
contracts

3 years after the close of matter

Litigation files

3 years after the close of matter

Notice for documents from statutory authority or any
litigation commenced by or against the Company

Documents shall be disposed after the
matter is settled or resolved or disposed
off.

1 Original Purchase and Sale Agreement Permanent

2 Property Card, Index II, Ownership records issued by | Permanent
Government Authority

3 Property Insurance Permanent

Record T

Preservation period

De

Permanent

Pfoject Documents and Related correspondence
(including any proposal of the project and its
approval) ‘




, RecordT e

1 Those pertaining to non-routine matters or having
significant lasting consequences

=

2 Correspondence a
routine matters and having no significant impact,
lasting consequences e.g.

e Routine letters, notes that require no
acknowledgement or follow-up, such as inter
office memo, letters for transmittal and plans
for Meetings;

e Letters of general enquiry and replies that
complete cycle of correspondence;

e Letter of compliant requesting specific actions
that have no further value after change of
name or address;

e Other letters of inconsequential subject
matter or that definitely close correspondence
to which no further reference will be
necessary.

Sr.No Record Type k ” Preservation eriod‘

Insurance Policies Permanent

2 Journal Entry support data 8 Years
3 Inspections Re ports ) 8 Years

4 Premium Receipts Till the policy is matured ]

5 Claims records Till settlement is over and claim money is
received

6 Group Insurance Plans Until plan is amended or terminated

Sr.No Record T

pe

Preservation

1 Payroll Registers Permanent
2 Bonus, Gratuity and other Statutory Records Permanent

3 Time office Records and Leave Cards 8 Years

4 Unclaimed Wages Records 8 Years

5 Employees Information Records 8 Years after separation

6 Employees Medical Record 8 Years after separation

Electronic E-mails:

e Employees will strive to keep their e-mails related to business issues




e Employees are requested to take care not to send proprietary or confidential internal e-mails to outside
sources

Documents shall be maintained both in paper and electronic form in cases, specified from time to time.

Any documents/files/ papers which in the opinion of the Board are considered important, should be
preserved and destroyed only after receiving necessary instructions from the Board of Directors.

APPENDIX - B

Sr.No | Particulars of documents destroyed =~ | Date and mode of destruction with the initials of
¢ = |Secretaryorotherauthorised person




IITL PROJECTS LIMITED
POLICY FOR DETERMINATION OF MATERIALITY OF ANY EVENT / INFORMATION

1. PREFACE

This Policy has been formulated in accordance with Clause (ii) of sub-regulation (4) of
Regulation 30 of Securities and Exchange Board of India (Listing Obligations and Disclosure
Requirements) Regulations, 2015 (“Listing Regulations”) and the guidelines issued under
Securities and Exchange Board of India Circular no.CIR/CFD/CMD/4/2015 dated September 09,
2015. The Board of Directors (the “Board”) of IITL Projects Limited (the “Company”) in its
meeting held on November 06, 2015, has adopted the following policy and procedures with
regard to determination of Materiality of events or information which are required to be
disclosed to the Stock Exchanges in terms of Regulation 30 of the Listing Regulations.

2. OBJECTIVE OF THE POLICY

The purpose of this Policy is to determine materiality of events / information based on criteria
specified under clause (i) of sub-regulation (4) of Regulation 30 of the Listing Regulations and to
ensure that the Company shall make disclosure of events / information specified in para A and
B of Part A of Schedule Il of the Listing Regulations to the Stock Exchanges.

3. DEFINITIONS:

“Act” shall mean the Companies Act, 2013 and the Rules framed thereunder, including any
modifications, clarifications, circulars or re-enactment thereof.

“Board of Directors” or “Board” means the Board of Directors of Industrial Investment Trust
Limited, as constituted from time to time.

“Company” means IITL PROJECTS LIMITED.

“Key Managerial Personnel” mean key managerial personnel as defined in sub-section (51) of
section 2 of the Companies Act, 2013.

“Listing Regulations” means Securities and Exchange Board of India (Listing Obligations and
Disclosure Requirements) Regulations, 2015 including any modifications, clarifications, circulars
or re-enactment thereof.

“Material Event” or “Material Information” shall means such event or information as set out in
the Schedule or as may be determined in terms of Clause 4[C] of the Policy. In the Policy, the
words, “material” and “materiality” shall be construed accordingly.



“Material Subsidiary” shall mean any subsidiary company of the Company which is or has been
determined material subsidiary as per the provisions of the Listing Regulations.

“Policy” means this policy on criteria for determining materiality of events or information ard
as may be amended from time to time.

“Schedule” means Schedule Il of the Securities and Exchange Board of India (Listing Obligations
and Disclosure Requirements) Regulations, 2015.

Any other term not defined herein, shall have the same meaning as described in the Companies
Act, 2013 and the rules framed thereunder, the Listing Regulations, Securities Contract
(Regulation) Act, 1956 or any other relevant legislation/regulation applicable to the Company.

4. DISCLOSURES OF EVENTS / INFORMATION

The events / information upon occurrence of which the Company shall make disclosure to the
Stock Exchanges are as under:

A. The following events/information specified in para A of Part A of Schedule shall be
considered material and disclosed to the Stock Exchanges without applying any test of
materiality:

1. Acquisition(s) (including agreement to acquire), Scheme of Arrangement (amalgamation/

merger/ demerger/restructuring), or sale or disposal of any unit(s), division(s) or subsidiary of

the Company or any other restructuring;

2. Issuance or forfeiture of securities, split or consolidation of shares, buyback of securities, any

restriction on transferability of securities or alteration in terms or structure of existing securities

including forfeiture, reissue of forfeited securities, alteration of calls, redemption of securities
etc.;

3. Revision in Rating(s);

4. Outcome of Meetings of the Board of the Company held to consider the following:

a. declaration of dividends and/or cash bonuses recommended or declared or the decision to
pass any dividend and the date on which dividend shall be paid/dispatched;

b. any cancellation of dividend with reasons thereof;

c. the decision on buyback of securities;

d. the decision with respect to fund raising proposed to be undertaken W



e. increase in capital by issue of bonus shares through capitalization including the date on which
such bonus shares shall be credited/dispatched;

f. reissue of forfeited shares or securities, or the issue of shares or securities held in reserve for
future issue or the creation in any form or manner of new shares or securities or any other
rights, privileges or benefits to subscribe to;

g. short particulars of any other alterations of capital, including calls;

h. financial results;

i. decision on voluntary delisting by the Company from stock exchange(s).

5. Agreements (viz. shareholder agreement(s), joint venture agreement(s), family settlement
agreement(s) (to the extent that it impacts management and control of the Company),
agreement(s)/treaty(ies)/contract(s) with media companies) which are binding and not in

normal course of business, revision(s) or amendment(s) and termination(s) thereof;

6. Fraud/defaults by promoter or Key Managerial Personnel or by Company or arrest of Key
Managerial Personnel or promoter;

7. Change in Directors, Key Managerial Personnel, Auditor and Compliance Officer;
8. Appointment or discontinuation of share transfer agent;

9. Corporate debt restructuring;

10. One time settlement with a bank;

11. Reference to BIFR and winding-up petition filed by any party / creditors;

12. Issuance of Notices, call letters, resolutions and circulars sent to shareholders, debenture
holders or creditors or any class of them or advertised in the media by the Company;

13. Proceedings of Annual and Extraordinary General Meetings of the Company;
14. Amendments to memorandum and articles of association of Company, in brief;

15. Schedule of analyst or institutional investor meet and presentations on financial results
made by the Company to analysts or institutional investors.






