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1. BACKGROUND

In terms of Regulation 9 of the SEBI (Listing Obligations and Disclosure Requirements)
Regulations, 2015 (“SEBI LODR Regulations™), the Bank is required to formulate and adopt
a ‘Policy for Preservation of Documents’, duly approved by its Board of Directors.

The said Policy is required to be classified into the following two categories:

1. Documents whose preservation shall be permanent in nature; and
ii.  Documents to be preserved for not less than eight years.

Provided that the listed entity may keep documents specified in clauses (a) and (b) in electronic
mode.

2.  DEFINITIONS

a)  “Book of Accounts” shall have the same meaning as assigned to the term under Section
2 (13) of the Companies Act, 2013 and the rules made thereunder, as amended from
time to time..

b)  “Documents: shall have the same meaning as assigned to the term under Section 2 (36)
of the Companies Act, 2013 and the rules made thereunder, as amended from time to
time.

The terms and expressions used herein but not defined herein shall have the same meaning as
assigned to those terms under the SEBI Listing Regulations, the Companies Act, 2013 or any
other applicable laws or regulations, as the case may be.

3.  PRESERVATION OF DOCUMENTS

The Bank shall preserve all documents in the manner and to the extent as prescribed under
the relevant provisions of the Banking Regulations Act, 1949, the Companies Act, 2013 and
the Relevant Rules made thereunder, the Secretarial Standards 1 relating to meetings as
issued by the Institute of Company Secretaries of India (ICSI), the Secretarial Standards 2
relating to general meetings as issued by the ICSI, the SEBI Act, 1992 and the concerned
Regulations and Guidelines issued thereunder and the Income Tax Act, 1961 and the Rules
made thereunder, and any such other law, rules, regulations directions, guidelines as may be
issued by the concerned statutory/ regulatory authority as amended, from time to time (extant
norms).

In compliance with the requirements of the extant norms., the Bank’s Record Maintenance

and Retention Policy mandates preservation of Secretarial and Accounting records, in the
manner as indicated in Annexure ‘A’ and Annexure ‘B’, respectively.
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In addition to the above, the Bank shall ensure that the records are maintained in accordance
with the relevant provisions of the Banking Companies (Period of Preservation of Records)
Rules, 1985, as amended, from time to time.

In addition to documents listed in Annexures, the Bank shall preserve documents required
under the SEBI LODR Regulations, including but not limited to:

- Disclosures made under Regulations 30.

- Financial results, shareholding pattern, and corporate governance reports.

- Audio/video recordings and transcripts of analyst calls and investor meetings.
- Related Party Transaction disclosures under Reg. 23(9).

- Secretarial Compliance Report under Regulation 24A.

- Notices, agendas, voting results and proceedings of shareholder meetings.

- Sustainability reporting including BRSR, wherever applicable.

- Policies mandated to be placed on the Bank’s website under Reg. 46(2)

4. MODE OF PRESERVATION

The Bank may preserve its records either in physical form and/ or in electronic form, and in
the manner as prescribed under the extant norms, including but not limited to the Information
Technology Act, 2000, and such other laws, rules and regulations, relating to maintenance of
records, as amended, from time to time.

All records of the Bank shall be preserved in such formats and in such manner as may be
prescribed under the extant norms, so as to ensure its confidentiality, with adequate access
controls, and protection of physical records by storing the same in a secure premise, with
adequate security, firefighting devices, etc.

Electronic records shall be preserved in a manner ensuring integrity, non-tampering,
accuracy, security, audit trail and controlled access, consistent with the requirements of the
Information Technology Act, 2000, Secretarial Standards, and SEBI circulars on
cyber-security.

5.  DISPOSAL AND DESTRUCTION OF RECORDS

After expiry of the retention period as stipulated under this Policy, the preserved documents
may be destroyed in such manner as may be permitted by the Bank, subject to the written
approval of the concerned Head of Department.

Destruction of records of the Bank, (in physical or in electronic form), may be done, as a
normal administrative practice, in respect of those records that are found to be duplicate /
unimportant / no longer required, subject to its confirmation in writing by the Head of
Department.

Subject to the above, records of the Bank, may be destroyed, as follows:

a. Recycle non-confidential paper records;
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b. Shredding or otherwise rendering unreadable confidential paper records; or
c. Deleting or destroying electronically stored data.

The concerned department shall maintain a list of all records that are proposed to be
destroyed, in the following format.

Particulars of document | Date and mode of | Initials of the authorised
along with the relevant | destruction person
provisions of extant norms (MACCOM/EXCOM
Member or Concerned
HOD)
1 2 3

All disclosures hosted on the Bank’s website under Regulation 46 shall remain hosted for five
years and thereafter be archived for a further period of not less than one year, in accordance
with Regulation 30(8) of SEBI LODR.

6. RESPONSIBILITY

The respective BU Heads/Functional Heads of the Bank shall be responsible for maintenance,
preservation and destroying of documents in respect of their respective area of operations, in
terms of this Policy.

7. REVIEW AND AMENDMENTS TO THE POLICY

The Policy shall be reviewed once in a year or in case of change in regulations or to meet the
business requirements of the Bank, whichever is earlier.

The Policy has been reviewed and approved by the Board of Directors in its 412" meeting
held on April 24, 2026.
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Company Secretary Department

MINIMUM RETENTION PERIOD OF

DEPARTMENT RECORDS

Under the Companies Act 2013

Activity Description of Record Retention Location
Period
(in years)
Registers etc. Register of Members Permanent Registrar &  Share
commencing from the date of Transfer Agent
registration of the company MUFG Intime India Pvt.
Ltd., C 101, 247 Park
L. B. S. Marg, Vikhroli
(West), Mumbai — 400
083

Index of Members Permanent Registrar &  Share
Transfer Agent
MUFG Intime India Pvt.
Ltd., C 101, 247 Park
L. B. S. Marg, Vikhroli
(West), Mumbai — 400
083

Register of Debenture Permanent Corporate Office

holders (Bondholders)

Index of Debenture holders Permanent Corporate Office

(Bondholders)

Copies of all annual returns
prepared under section 92
and copies of all certificates
and documents required to be
annexed thereto

10 years from the
date of filing with
the Registrar.

Secretarial & Investor
Services cell - Solitaire
Corporate Park Office

Share Transfer Register

10

Registrar &  Share
Transfer Agent

MUFG Intime India Pvt.
Ltd., C 101, 247 Park

L. B. S. Marg, Vikhroli
(West), Mumbai — 400

083

Register of renewal and
duplicate certificates

Permanent

Registrar &  Share
Transfer Agent

MUFG Intime India Pvt.
Ltd., C 101, 247 Park

L. B. S. Marg, Vikhroli
(West), Mumbai — 400

083
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Dividend Register and List Permanent Registrar &  Share
of Unclaimed Dividends Transfer Agent
MUFG Intime India Pvt.
Ltd., C 101, 247 Park
L. B. S. Marg, Vikhroli
(West), Mumbai — 400
083
Register of Directors and Permanent Secretarial & Investor
Key Managerial Personnel Services cell - Solitaire
Corporate Park Office
Register of Directors and Permanent Secretarial & Investor
Key Managerial Personnel Services cell - Solitaire
Shareholding Corporate Park Office
Registers of Contracts and Permanent Secretarial & Investor
Arrangements in which Services cell - Solitaire
directors are interested under Corporate Park Office
Section 189
Register of investment in Permanent Corporate Office
securities not held in the
name of the Bank
Register of Inter-corporate Permanent Corporate Office
loans and investments
Minutes Minutes of all meetings of Permanent Secretarial & Investor
the Board Services cell - Solitaire
Corporate Park Office
Minutes of various Permanent Secretarial & Investor

Committees of Directors.

Services cell - Solitaire
Corporate Park Office

Attendance Register of
Board and Committees

At least ten
financial years from
the date of last
entry made therein

Secretarial & Investor
Services cell - Solitaire
Corporate Park Office

Office copies of Notices,
Agenda, Notes on Agenda
and Memorandum with
annexure and other related
papers

As long as they
remain current or
for ten financial
years, whichever is
later

Secretarial & Investor
Services cell - Solitaire
Corporate Park Office

Minutes of General Meetings Permanent Secretarial & Investor
Services cell - Solitaire
Corporate Park Office

Office copies of Notices, As long as they Secretarial & Investor

Scrutiniser’s Report and
related papers

remain current or
for ten financial
years, whichever is
later

Services cell - Solitaire
Corporate Park Office
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Documents
and Returns
filed with
various
Statutory
authorities

Documents filed with Stock 10 Secretarial & Investor
Exchanges under Listing Services cell - Solitaire
Agreement Corporate Park Office
Documents filed with Stock Permanent Secretarial & Investor
Exchanges under various Services cell - Solitaire
SEBI Regulations Corporate Park Office
Documents filed with RoC / Permanent Secretarial & Investor
MCA Services cell - Solitaire
Corporate Park Office
Documents filed with NSDL Permanent Secretarial & Investor
/ CDSL Services cell - Solitaire
Corporate Park Office
Annual Reports, Permanent Secretarial & Investor

Incorporation Certificate,
Memorandum and Articles
of Association, Common

Seal

Services cell - Solitaire
Corporate Park Office

Investor meet presentations

8 Financial years

Secretarial & Investor
Services cell - Solitaire
Corporate Park Office

Newspaper cutting of
Notices of Board meeting
and Financial Results

& Financial Years

Secretarial & Investor
Services cell - Solitaire
Corporate Park Office

Postal Ballot forms

& Financial Years

Secretarial & Investor
Services cell - Solitaire
Corporate Park Office

Correspondence with

& Financial Years

Secretarial & Investor

Shareholders Services cell - Solitaire
Corporate Park Office
IEPF related forms and 8 Financial Years | Secretarial & Investor

documents filed with MCA

Services cell - Solitaire
Corporate Park Office

Reports on Performance
Evaluation of the Board

& Financial Years

Secretarial & Investor
Services cell - Solitaire
Corporate Park Office
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Finance and Accounts Department

MINIMUM RETENTION PERIOD OF

DEPARTMENT RECORDS

Activity Description of Record Location
Retention
Period
(In years)
Accounting Consolidated General Ledger Permanent | Corporate Office
Consolidated Profit & Loss Permanent | Corporate Office
Consolidated GL Audit Permanent | Corporate Office
Consolidated Profit & Loss Audit Permanent | Corporate Office
Corporate Office Account 2 Corporate Office
Reconciliation Statements
Principal Account Reconciliation 2 Corporate Office
Statements
Inter Branch Accounts Reconciliation 2 Corporate Office
Statements/ Correspondence
Income Tax deductions & payment to 11 Corporate Office
Government-related records
Professional Tax deductions and 11 Corporate Office
payment to Government-related records
Service Tax remittance and related 11 Corporate Office
records
GST records 11 Corporate Office
Engagement letters from Auditors
Regulatory CRR Returns and related computation 10 Corporate Office
Compliance Records
SLR Records and related computation 10 Corporate Office
Records
DOS Return Copies 10 Corporate Office
DSB Return Copies 10 Corporate Office
Form X Return Copies 10 Corporate Office
BSA Return Copies 10 Corporate Office
All other Return copies 10 Corporate Office
RBI Circulars Permanent | Corporate Office
Calendar of Return copy 2 Corporate Office
Correspondence with RBI 10 Corporate Office
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Balance Sheet Annual Balance Sheet (original Permanent | Corporate Office
and Profit & approved copy)
Loss Annual Profit & Loss Account (original | Permanent | Corporate Office
approved copy)
Long Form Audit Reports 11 Corporate Office
Statutory Audit Reports 11 Corporate Office
RBI Audit Reports 11 Corporate Office
Other Audit Correspondence 2 Corporate Office
Records and Returns used as Permanent | Corporate Office
background papers for Balance Sheet
and Profit & Loss Account
Tax Audit Papers 11 Corporate Office
Income Recognition and Asset 10 Corporate Office
Classification related papers, registers,
etc.
Capital Adequacy computation related 10 Corporate Office
papers, registers, etc.
Accounting Policies related approved Permanent | Corporate Office
notes, correspondence, etc.
Accounting Standards and General Permanent | Corporate Office
Ledger Accounting Lines related
correspondence, etc.
Balance Sheet Notes to the Board of directors and Permanent | Corporate Office
and Profit & other Correspondence
Loss
Returns & Audit | Copies of Returns submitted to RBI 10 Corporate Office
and other Authorities
Copies of Audit Reports and related 5 Corporate Office
correspondence
Copies of Returns received from 10 Corporate Office
Branches, Consolidation Records and
Returns submitted to RBI etc.
Statutory Audit Reports and follow-up 5 Corporate Office
Income Tax Returns, Sales Tax/ VAT
Returns, Service Tax Return
Documents, Challans and other
details/correspondence related to
Income Tax, Sales Tax/ VAT and
Service tax
Branch Branch Correspondence 5 Corporate Office
operation Permanent Instructions, Background Permanent | Corporate Office

Notes, Papers
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Tax deducted centrally Corporate Office
Budgeting and Annual Budget 10 Corporate Office
Performance Period Performance Reviews 10 Corporate Office
Review
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