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I. INTRODUCTIOMN:

Pursuant to the provisions of Regulation 9 and 30(8) of SEBI (Listmg Ohbligations and
Disclosare Reguirementsy, Regulation 2015 (*SEBI Listing Regulations’), the Board of
Dhirectors of the Company have ndopted a Policy for Prescrvation of Docaments and
Archival Policy.

2. PREAMBLE

The Bowrd of Directors (the “Board™) of B0 MEDICA LABORATORIES LIMITED(the
*Company”) has adopted the following pelicy and procedures for the purpose of preservation
of documents and archival of documents on the website of the Company. The Board may
review umd amend this policy from time to time.

Accordingly, this policy is made msd approved by the Board of Directors in s meeting on
biarch 15, 2025 and will be applicable to Company effective from March 5. 2025,

4 OBJECTIVE OF THE POLICY

The Policy is fromed for the porpose of systematic identification. categorization,

maintenance, review, retention and destruction of documents received or created in the course

of business.

The purpose of this Policy 15 to facilitaie

1. Identification, categorization, maintenance and review of documentsreconds that are 1o be
retained aftor completion of the relevant transaction in accordance with the applicable laws
and regulations;

2. Decide upon the mode of preservation of documents, whether in physical form or m
elecironic g

¥ Preservation of the confidentiality and security of records; and

4 Systematic and nonselective disposition of records no longer required.

4. CLASSIFICATION OF DOCUMENTS TO BE PRESERVED/ RETAINED: -

e e r o ey o

The Company’s physical and electronic documents shall be classified for the purpose of
preseryvation ks folkows:
A Documents whose preservation shall be permanent in nature;
B.Documents whose preservation pericd shall not be less than esght vears affer completion of
the relevan! transactions;
C.Documents whose preservation shall be for a minimmm period of three vears afier
completion of the event.

The details of documents for the above three categories are given in the Annexure,
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Uidess repugnant to the meaning or context thereof, the following expressions, wherever wsed
im this Code, shill have the meaning assigned 0 them below;

i “Bowks of Accownis™ as delned in Sectiom 2013 of the Act,
. “Company® means Bio Medica Laboratories Limited.
jii.  “Documents™ shall mean all papers, records, files, books, tapes, Chs, DVDs,
electroncstomee devices eic., wmd the like ss required {0 be montaimed under sy law
or regulation for the time being in force.
iv.  “Maintenance™ means keeping documents, either physically or in Electronic Form
v,  "Policy™ meanz this Policy on Preservation of Company Documentsand Archival
Palicy.
vi. “SEBI Listing Regulations®™ means SEB] (Listing Obligations and Disclosure
Fequirements IFerulations, 2005 and amendments therelo,

6. ROLES & RESPONSIBILITIES: -

T T T e e

The respective Functional! Departmental heads of the Company shall be responsible for
identification. maintenance and preservation of documents in respect of the arcas of
operations falling vmder the charge of each of them.

T. SUSPENSION OF RECORD DISPOSAL IN THE EVENT OF LITIGATION OR
CLAIMS:-

In case the Company is served with any potice for request of documents or any employee
becomes aware of a governmental investigation of sudil concerming the Company or
commencement of any litigation against the Company, any further disposal of documents
connecied with the matter shail be suspended until such time the investigation / litigation
ends.

B WEHAHRCHIVAL POLICY:-

The Company shall dischose on its website all events or information which has been disclosed
bo stoick exchanee(s) in accordance with Regulnfion 30 of the SERT Listing Repulations.

Such disclosures shall be retained on the wehsite of the Company for a minimum period of
five years,

At the end of the fifth vear, the information shall be archived and preserved for a further
period of three years

2. PRESERVATION OF NOCTUMENTS

The Documents shall be preserved under following three categories:

(i) Documents whose preservation shall be permanent in nature
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The documents of 8 permanent natwre which is given in Annesure | shall be mainiained and
preserved permanently by Bio Medica LaboratoriesLimited{ the Company™) subject to the
madifications. amendments, additions, deletions or any changes made therein from time o
time.

Frovided that all such modifications, amendments, additions, deletions in the documents shall
also be preserved permanenily by the Company.

(i) ents whose ervation iod shall not be less than eight
years after completion of the relevant transactions

The documentswhich is given in Annexure 2 to be maintained and preserved for not less
than eight yearsafier completron of the relevant transactions subject to the modifications,
amendments, additions, deletions or any changes made therein from time to time.

Provided that all such modifications, amendments, additions or deletions in the documents
shall also be preserved for a term not less than eight vears.

In the event the Company 15 served with any notice for documents from any of the statutory
authorities or any litigation is commenced by or against the Company, then the disposal of
documents which are subject matter of such notice or litigation shail be suspended until such
time the matter is setiled. resolved or disposed of. The relevant suthorised person shall be
responsible for informing all relevant employvees of the Company about suspension of further
dizposal of decuiments,

The respective Functional! Depantmental heads of the Company shall be responsible for
maintenance and preservation of documents i respect of the areis of functions falling under
the charge of each of them, i terms of this Policy. They shall also designate an authorised

person who shall ensure compliance of this Policy.

(iii) Documents whose preservation shall be for a minimum period of
three yvears after completion of the event

The documents which are given in Annexure 3 w be maintained and preserved fommot less
than three years after completion of the relevant transactions subject to the modifications,
amendments, additions, deletions ar any changes made (herein from time 1o time.

1 BESTRUCTION OF DOCUMENTS

The documents specified in Anvexure 24& Annexure 3 which are not required 10 bemaintained
andpreserved permanently, may be destroved after the expiry of the specified retention period
in such mode and manner as specified and approved by theFunctional! Departmental Heads.

1. AMENDMENT TO THE POLICY

The policy woald be reviewed oii an annual basis by the Board of Directors. In case, there are
amy regulatory changes requining modifications to the Policy, the Policy shall be reviewed and
Bio Medica Laboratories Limited

Fpeae

Director



&

BIO MEDICA LABORATORIES LIMITED Hin Mos:a | saoracanes

amended with due approval from the Board of Directors. However, the amended regulatory
requiremants will supersede the existing Policy till the time Policy is suitably amended.

For Big Medica Labaratories Limited
Bio Medica Laboratories Limited
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Prodeap Mehia

Directer r—
Name: Pradeep Meliki: 07254802 FRORA,
Managing Director _ N
DIN: 072545802 . )\
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“ANNEXURE - 1™
DOCUMENTS WHOSE PRESERVATION SHALL BE PERMANENT IN NATURE

hocaments

ki Property records including purchase and sale deeds, leences, copyrights, patents

: | &trademarks

. Certificate of Incorporation

3 Minutes of Board, Committes and Sharcholders " Meetings

4, Remizter of Members and other Statutory Records

5. Personal files of all live emplovees

f, Any ofher record as may be decided by the Chief Executive Officer’ Managing

Director! Whole-time Director of the Company from time to time.
“ANNEXURE -2"
MXCTUMENTS WITH PRESERVATION PERTOT €3F NOT LESS THAN EIGHT YEARS
AFTER COMPLETION OF RELEVANT TRANSACTION

=N Books of account including relevant books and papers and financial staternents.

2. [iselosures’ notices by o director of his imerest

3 Instrument creating a charpe or modification

4, Anmuil return and copies of all certificoies and documents reguired © be annexed

thereto i —

|-5. Remisters of Fixed asscis ‘
| & Attendunce Register of Board Meetings
L7 Anendance Register of Committee Meetings
b8 Anendance Slips of General Mectings
25 Begiaer of Deposd o !
[ 0. | Register of Proxies E i

Lt Filings with 1 Stack E: l:.tc:hmmca [-lcglstm: rar of Companies and o u:nth:r statutory authorities.
|-, Payroll Becords, Emploves deduction authorisations, attendance records, i:m‘l:l'l:l-_'!."ﬂ.‘
L medical records, leave records, Pension and retiral related Reconds, etc,

13. Any other record as may be decided h} the Chict Executive Officer’ Managing

Drirector’ Whaole-time Dircctor of the Compaiy from thime lrlrn: _|
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“ANNEXURE - 37

DOCUMENTS WITH PRESERVATION PERIOD OF NOT LESS THAN THREE YEARS

AFTER COMPLETION (OOF RELEVANT TRANSACTION

hcumenis

Tender Documents

Lease Deeds and Contracts

Legal Tiles —

Insurance Records m-n]udePnI icics and claims

All e-mail cuw:ndunm intermal & external

Proof of sending and delivery of the Maotice of Board Meeting and deafi Circular

Heaoiution

Aoy other record ns may be decided by the Chief Executive Offices’ Managmg
Directon’ Whole-time Director of the Company from time o time.
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