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NFP SAMPOORNA FOODS LIMITED 
Policy on P,re1crv11llon of Doc\.lmc:0111 

t.0INTRODUCTION 
The Board of Dlr<'Ctors (9tl1e Do.ud•) of NI r Sampoornn ft'.'.IOlll Umllcd ('"the Company) 
ha, ndoplcd lhis PoUcy on r>reseJvation of Docul'TU!flb ("thlt PoUcy") 
TI,t.a policy Is framed AS per lhe requlremttnui of Regulation 9 of tile SKurltlcs and 
lh:change Board of India (Listing Obligations and Disclosure Requirement.,) 
Regulations, 2015 ("Llsllng Regulations") and shall be ef(cctJVe from 13t11 June 2024 

2.0 ODJECTIVll 
Thu Policy contnms guidelines for Identifying DOC'Umenls that need to be maintained, the 
period of prescrv8tion of such Documents and lls destruction/dbpos81 Tius Policy auns to 
provide dfloent and sysremaUc control on the periodicity and destruction of bwincss-re~ted 
Documi?nlll. 

3.0 DEFINITIONS 
For the purposes of this policy, lhe following definitions apply 

• AC't· means the Companjes Act, 2013 and Rules made there under, as amended from time to 
lune 

"1Jocument.. mearu any documentary material In C?Jthcr paper or electronic form, 
generated or received by the Company andudang but not lim1tcd lo an electronic 
document, CD-ROM, hard disk, email, microfilm, X-ray frlm, video tape. floppy disk. USB 
memory etc 

.. Regialer'' me.ins the register of various documents maintained by th£' Company on paper 
or In electronic form of various dOOJmcnl3 

"SecretaJ)•" as defined under Scchon 2(24) of the Companies Act, 2013 me.ln.s a Company 
Sccrcttry as defined m clause (c) of sub-socUon (1) of SccUon 2 of the Company Sccretanes 
Act. 1980 who ls appointed by a Company to pc!lform the func'llons of o Company Secret.uy, 

4.0 SCOPE 
Tius Policy applies lo all deparlmcnls and bU5lncss funchoru of the Company but docs not 
apply to penonal or non-business information 

5.0 PERIODICITY OF PRESERVATION OF DOCUMENTS 
The below guidelines mall be followed for the proper prescrvahon of documents 

Doauncn1 
Category 

Document Type Prcserval ion 
period 

Mode of 
preservalian 
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NFP Sampoorna Foods Limited 
Regl1t1red office: C/0 A1hok Gupta Nelhupur, lonlpat P.S. R.11, 

lonlpat-131021, H1ry1nI 

ComJ'ilO)' 
Orc-ro1Jon11 

• ~kmornndum / ArUdc. of Auochillon 

• C<!rh.fk11te "' lncorporntlon 
• Ccrtlflcntc of Commen<'<'m~nt of Dusln<'t'I 
• ~ rertuolc!\ opprovJla and f'lhC"r such 

documents ls.,ued by Crnlnl/Shsto 
Govcmml'f\l and 11.ny olh<!r 11t.i111tory 
nnJ/ or n-r,ulntory OOlly 

• Onlmt. ~1dgmc,11! of JuJlclal 
outhorlll~ 

• Pollclcs anJ Coo<!'I ofthc Company 
• Otht-r rdoted Docummt8 

14, and - -.- Books -- of occounl3J - • 

an.Ul~ Including 
J'('C'Ord-. lntcr-.,lia. financial statcmcnl5, 

vou~ relevant to cntty In boob of ocrounl:!I, 
nudlt m:ords, bwolCCS, cxpcnsc record,, 
oonk rcconh rte. In aa:ordancr with the 
nppllc.al"4? provisions of Companies Act, 
2013, Income lax Act. o.nd nny other 
11pp1JcaNe laws. 

• ApplJcation/corrcspondcnce wllh 
vn.rioU! Oil'('("{ and lndir('Cl tax 

authonhcs 
• Excise invoices/ bills/ chollnn 
• Returns and Assessment Records 
• Snles Tax documents 
• Loan-related Documents 
• DocumC;-nls rclnted to nll olher 

t.ixes and duties 
• Other Related Document! 

• 

CIN: U10793HR2023PLC117207 
E-Mall: procea1omutandfood2019@gm1ll.com 

Perm11nt-nl 

E113ht 
Hnllnclnl 

yc.u-t'I or such 
period ns 

moy 
be spcculc-d 

undC!J' 
appllcnblc 
low/ slalute 

etc. 

l'hy111 •l anJ/ 
Dllld ........ . 

•lcctronlcnlly 

Phy1fcal and/ 
or 

cltttron1c111Jy 
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an 
a=:; NFP Sampoorna Foods Limited 

Oncwnml 
Calcgory 

Legal 

-

Reglatered office: C/O Aahok Gupta Ntthupur, Sonlpat P.I. Ral, 
Sonlpat• 131028, Haryana 

DOC11mcn1 type 

Attmdancc "'8'Jtl!l'I of Ulc 
meeting, of II\<: OtmJ encl llJ 

Commllttt:.1 Statutory lillngs with the Str,d, 

udungc,, SUDL. MCA. ROI a.nd any other 

51.iltutory/rcgubtory 
authority 

Applicatlons And epprovoh for ts.,u1u,cc and 

lbting of sccunties 

Pn?ss ~I~ pubUcly rued docummts 

umd blk! deeds/ documcnbl/ rcc-eipts 

Agrcomcnt, pcrllllnlng lo 
Sl'CUnlics 
Other rcll'lled Documcnl!I rclatmg to IJbgalJons 

etc 

Documents specified to be preserved for 

clght financial ycnrs undc, any applicable 

low/ rcgulalion/stltutc etc 

Details relating lo undrumcd/unpald 

dividend 

faccutcd copies o( contr.icts/ agreemmts 

entered by the Company 

~atlon 
ptrlod 

To be 
preerwd 

uni.JI ~ 

matlt!T l, 

rc90lvro/ 
settled 

Eight 
firu1ncfal 

years 

Seven yeATS 

f.tsht ye.1rs 
beyond the 
hfo of tht" 
contract 
or such 

period as 
mnybc 

!I p<.'Cif I cd 
under 

opphcabte 
law/statute 

etc 

QaWde.af. --= 
r.atlon _ 

I 

PhyS1cal and/ or 
electronically 

Phystcal nnd/ or 
electronlrolly 

Physical and/ 
or 

clectronlmlly 
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dD 
~ NFP Sampooma Foods Limited 

Productwn. 
purchases 
rel.ltai rerords 

Stntegy/ 
projects 

R-ol1tarad office~ CIO Aahok Gupta Nathupur, Sonlpat P.S. Rat, 
lonlpat-131021, HIryIna 

• CaM' flies of nil dl!p:utes/rfflJvcry with 
diff,rent authorities. 

• R~lrabonjrenewAI Documcnl.5 

• Document, rcleling lo the dPvt!lopmen1 of 
intellectual pro~ty 

• All Document! cont.-,mlng 
trade 5eaets 

• Original and supplementary Uc-cnse 

• Other relnte<I Documents 

Documents are relevant lo utigabon or any 
polenbal l1UgaUon (d15pute that may 
result in hbgation), cla1m, audJl. 
anvcsbgabon or enforcement achon. 

• Producbon procedures, production data, 
system based records, MIS, re,ections etc. 
• Other producbon-relab?d 
records 
required to be maintained under 
any applicable law/statute etc. 
• Purchase orders, annual contracts, 
quotations and comparabve 
quotation analysis etc. 

• BJ.II of entry/biU of ladmg, shippmg 
bill, airway bill etc. 

• Documents relabng Lo pro1ects 

• StabslicaJ information, negotiation drafts, 

analysis reports etc 
• Other related documents 

PermAnent Physical and/ 
I al.Id ..-.oJ .. - .. -f-·· 

clectroniatlly 

UnUI the 
Legal 

Department 
of the 

Company 
deti?rmines in 

that 
such 

Docum(!Jlts 

are no longer 
needed. 

Eight 
financial 

years or such 
period as 
maybe 

specified 
under 

applicable 
law /statute 

etc 

Five years 
beyond the 
lifo of the 
proiect/ 

assignment 

PhysicaJ and/ 
or 

clectronfcaJJy 

Physical and/ 
or 

electrorucally 

Physical nnd/ 
or 

eledronkally 

or such 
period ns 
maybe 

specified 
under 

applicable 
law / sliltule I 

etc. I 
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NFP Sampooma Foods Limited 

1 1"1\rll\)nt"l'I, / 

~ effloe: CIO Alhok 0.,,.. N.-.u,ur, hl'll,.c '-'• 1181, 
1-',at,.131121, HMYW 

f • Uorut'lh"l'IIS ~lai,n_g l1.ll IAlth~I ~Jll•I ~jg)\l f I 't,ysi.:.I enJ/ 

~1 Ii ~• ~}l'Nl. Nl,ry M,tnry l,c,nu8", r1111nrt.l Q•a.d-<&t .. l-. 
remrJ, pn'k\rm~nrt ~ .. ~tr ,wnm,lldl ,.1e-,~aUy 

• Od~"I" f"-aw,~I ~t..lt!J Gk,eummis pl't'kk) .. 
may 

L~ tJ'l"'1f~ 
IL~ 

11rpl.tt"1Wlc 

L-~· 
law /tt,i,futc 

t'I( 

L - i -,_ 
P.:J,ght nna.nrul Physical arnJ/ • tx,ru m4.•1tts ln rtl41'1on h:> 

T ed"'ology f)l'O("Urefflffll o( rJlwu,d,wano, yeM11 or aut"h or 

I• 1ofl11Wa,e. l~ tle. peirf.od Ill may c1a-~~uy 

• Opetll tkiat & User Manua-18 lX' spccifrled 

• Ucmcc Md information Security Register urufor 

• St-rver logs appllcable 

• Dwter Rerovl?t)' S.tA? IG>g,; lc1w/1talule 

• bwenrory ~( bac.k u,p d• ld 
etr 

• Other related Doc1:rmeJ1ts 

I ~ 
Marketing • Sales & Ma.rkl't.i.ng pol1cie, Eight ~d.aI Pt,ysieal ontl/ 

nnd • Debll Nol.t?/Cred•I Notes ye3r1 or such er 

Sales • Credit Appnusal Forms & Jlultmgs petiod1smny clectronkally 

records • Agreemel\ts wtd1 Agents be spedf ted 

• Colleen~ Advices undt?r 

• Relatrd MTS npplicnble 

• Other relate-d Docum~t.s law/sLnlulC 
ete 

I I lll\lemabonal Documents governed by the I As per Physic-41 and/ 
j'1risdicl10n ~, fore,gl'l c<!>untry requirement of or 

concerned I <:-lectromally 
country 

I I 

Incidental or • Drafts and preHmino.ry \lel'SJOI\S of As long as it I Phy,lcal Md/ I 

other doC'tlments superseded by work paper nnd remains or 

busmes.s other uatlSltory mformnLLc,n r<:-levant I cleclromrally 

rdaled 1 
information • Any other Document relabng lo 180 days or as I Phys:icn.l nnd/ 

the business of the Company long as ti or 
remn..lns electfOnicaUy 
current 

WIJert' tl1r. J>rest'rVnlloH J>eriod of Doc,muml, Is IJ0-1 lududed hi tlie above ldn1tiflrd 

cat11orit'S, sud, ~riod sludl bl' drttnJJfoed by tl1t u1>1>llmtlDJ1 of tht gr•~~t ~1!lt'lp~1-
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NFP Sampooma Foods Limited 
Reglatered offlc.: C/0 AahoJI Oupta Nafhupur, Sonfpat P.I. Aal, 

Sonlpat• 131021, Ha,yan• 

nffu·tlug Docu,nc,rt pn:.t'rVntlm, ldn,tlflr,I 1,, ti,/, Pollc-y, a,1 wrll a• n11y olhrr P'"rllnmt 

factors. Daud-···-··-·---
Any doromn,t 1101 /1,duded abov,, •l1ould 1.,,. malntnl,U!d /or n ml11lmu,n pt'riod l,ga/111 

rr'fulrt"d aud l,r otl,n caJN n• drtrnnlned 1,y tlu resJN'C:tlvc lwnd af 1111 ,teparlml'nl. 

6.0 ACCF.SSIDIUTYANI? RIITR111VAJ. OP Rf,!CORDS 

6.1 Rc:t-mthm of fhy11kol rncordi, 

Preserved rC('ord, shall be kttpl confldcnllnlly, securely with occeH control wllh C!8SC 

o( tetriC'Yal whether In-house or C!>(h!mA.Jly Me.uures should be taken (or physlc.1J senrrlty o( 

the records maintained like selection o( urea o( record room, flreflghllng d«!vice, aCCC99 

control, etc 

6.2 Rt"lcnllon of meclTonlc Rcc9r;d11 
Wherever nllow<'d/requlred by nny law /1l11lutc, records may be mofntalne-d In 

electronic form In case rccord8 and documents ore molntnln1!d In elcclronlc form, all the 

requln?mC!tlb rclollng Lo lnlonnallon Technology Act. 2000, including any statutory 

nmcndmcnt(s) or modifiaation(s} thereto, sha11 be ndhered Lo. 

In case o( swJtch-ove.r lo another elcclronk system, fl should be t!Nured thal all the records 

in the old clt"Ctronlc system should be migrated to new clectronlc system and an old records 

ore accessible in the new system 

7.0 DESTRUCTION OF DOCUMENTS 
The Documents shouJd be destroyed nl the end o( the preservation period specified under 

Clause 5 of this Policy. The details o( the Documents destroyed by the Company shaJJ be 

recorded in the Register for Disposal o( Records to be kept by <'mployeeJ who are disposing 

the Documents. Electronic information, induding e-mails that are no longer required to 

be retained, must be purged using appropriate techniques which ensure lh.1t the data 

cannot be reconstructed from lhc sloroge media on which it resided. Records stored on 

magnetic media must be destroyed by reformatting al least once. However, the backup copie:, 

o( the records must also be destroyed. 

8.0 JtESPONSIDJLITY 
Functional heads o( respective Units shall be responsible for monitoring Lhe 

implementatron of thi.5 PoUcy. 

9.0 REVTEW AND AMENDMENT 
The Board o( Directors shall review this Policy as and when it deems necessary and approve 

changes, if any required from time to bme in line with the statutory provlswns Any change 

to this Policy requlres approval of the Boord of Directors 

10. lNTERPRETATION 
ln case of any conflict between the provisions o( this Policy and of Statutory 

Provisions, the Statutory Provisions sh.JI prevail over this Policy Any subsequent 

amendment/ modification in the Statutory Provisions shall automatically apply to th.15 

Policy. 
ln case of any clarif1cation required with respecl to this Pohcy, kindly contact the 

Secretary o( the Company 

CIN: U10783HR2023PLC117207 
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