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पǐरपğ 
Circular 

 
ͪवषयः  काया[लय पɮधǓत Ǔनयम पुिèतका के संदभ[ मɅ। 
Subject: Reg. manual of office procedure. 
 
 क.रा.बी. Ǔनगम, मुÉयालय कȧ ͧमͧसल सं. Z-11/12/1/Misc.Matter/2024-MSU-Part(4) से जारȣ 
पǐरपğ, Ǒदनांक 21.07.2025 सूचना हेतु संलÊन है। 
 The circular issued by ESI Corporation, Headquarters with reference no. Z-
11/12/1/Misc.Matter/2024-MSU-Part(4), dated 21.07.2025 is attached for information. 
 
 इस ͪवषय मɅ सभी अͬधकाǐरयɉ/कम[चाǐरयɉ को Ǔनदȶͧशत ͩकया जाता है ͩक वे आͬधकाǐरक संचार एवं 
संचालन मɅ द¢ता, एकǾपता और åयावसाǓयकता सǓुनिæचत करने के ͧलए नोǑटगं, ĜािÝटंग और आͬधकाǐरक काम 
के ͧलए काया[लय पɮधǓत Ǔनयम पुिèतका मɅ उिãलͨखत ǑदशाǓनदȶशɉ का सÉती स ेपालन करɅ। 
 In this regard, all officers/officials are directed to strictly adhere to the guidelines 
mentioned in the Manual of Office Procedure (MOP) for noting, drafting, and official work in 
order to ensure efficiency, uniformity, and professionalism in official communication and 
operations. 
 
 उपरोÈत के अǓतǐरÈत मुÉयालय èतर पर काया[लय पɮधǓत Ǔनयम पुिèतका मɅ अɮयतन हेतु सुझाव 
(माÛय दèतावेजɉ सǑहत) आमंǒğत हɇ। 
 In addition to the above, suggestions for updating the Manual of Office Procedure 
(MOP) at the Headquarters level (supported with valid documents) are invited. 
 
 यह पǐरपğ संयुÈत Ǔनदेशक (Ĥभारȣ) के अनुमोदन स ेजारȣ है। 
 This circular is issued with the approval of the Joint Director (In-Charge). 
 
संलÊनः यथोपǐर। 
Encl.: As above. 
 
 (ͬचतरंजन कुमार दास) 

उप Ǔनदेशक (Ĥशासन) 
(Chitranjan Kumar Das) 
Dy. Director (Admn.) 
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सेवा मɅ, 
To, 
 
1. सभी अͬधकारȣगण/कम[चारȣगण, उप ¢ेğीय काया[लय, ओखला। 
1. All Officers/Officials, Sub Regional Office, Okhla. 
 
2. सभी काया[लय अधी¢क/शाखाएं, उप ¢ेğीय काया[लय, ओखला। 
2. All Office Superintendents/Branches, Sub Regional Office, Okhla. 
 
3. शाखा Ĥबंधक, शाखा काया[लय - ओखला, कालकाजी, आĮम, पालम। 
3. Branch Manager, Branch Office - Okhla, Kalkaji, Ashram, Palam. 
  
4. वेबसाईट कंटɅट मैनेजर को उÈत पǐरपğ को काया[लय के वेब पोट[ल पर अपलोड करने हेतु। 
4. Website Content Manager to upload the said circular on the office web portal. 
 
5. संयुÈत Ǔनदेशक (Ĥभारȣ) के Ǔनजी सͬचव। 
5. Private Secretary to Joint Director (I/C). 
 
6. नोǑटस बोड[। 
6. Notice Board. 
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  File No.:  Z-11/12/1/Misc.Matter/2024-MSU-Part(4)                    Date: 
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प�रप�/Circular
 

  मु�यालय के काय
कलाप� के दौरान यह सं�ान मे आया ह ैिक अ�धकतर कम
चारी अपने आ�धका�रक
काय� म  काया
लय प!द�त िनयम पु"#तका का पालन नह$ करते ह% जो िक अ�धका�रक काय� म  एक)पता,
संचालन म  द*ता का ना होना एवम् -यवसा�यकता क. कमी को दशा
ता ह।ै 

  अत: अ�धका�रक संचार और संचालन म  द*ता, एक)पता और -यावसा�यकता सुिन�1त करने के
2लए, सभी कम
चा�रय� को एत45ारा िनद67शत िकया जाता है िक वे सभी नो8टग, ड< ा=>टग  और आ�धका�रक
काम के  2लए काया
लय प!द�त िनयम पु"#तका म  उ@A2खत िदशािनद6श� का कड़ाई से पालन कर ।

  इस िनयम पु"#तका (मनैुअल) को और भी अFतन िकया जाएगा। इस संबधं म  सुझाव (माIय
द#तावेज� सिहत) आमिं�त ह%।

  During the functioning of the Headquarters, it has come to notice that most of
the employees do not follow the Manual of Office Procedure in their official work,
which shows lack of uniformity in official work, lack of efficiency in operations and
lack of professionalism.

  In order to ensure efficiency, uniformity, and professionalism in official
communications and operations, all employees are hereby directed to strictly
adhere to the guidelines outlined in the Manual of Office Procedure (MOP) for
all noting, drafting, and official work.

  This manual is also going to be further updated.  Suggestions (supported with
valid documents) in this regard are solicited. 

 

 
 
 

Assistant Director (MSU)
 
Copy to :-

1. PPS to DG/ FC/CVO
2. All Insurance Commissioners/ Medical Commissioners/ all ACs/ CTO/ CE/all

DMCs/ all Directors, Hqrs, New Delhi - with request to circulate the attached
manual to all branches and branch officials under your control.

3. All Medical Commissioners (Zonal) /Insurance Commissioners (Zonal) - with
request to circulate the attached manual to all branches and branch officials
under your control.
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4. All Medical Superintendents, ESIC Hospitals/ All Deans, ESIC, Medical
Colleges - with request to circulate the attached manual to all branches and
branch officials under your control.

5. All Regional Directors/ Director(l/C)/ JD(I/C)DD(I/C), ROs/SROs - with
request to circulate the attached manual to all branches and branch officials
under your control.
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