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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.
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In addition to the above, suggestions for updating the Manual of Office Procedure
(MOP) at the Headquarters level (supported with valid documents) are invited.
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This circular is issued with the approval of the Joint Director (In-Charge).
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(Chitranjan Kumar Das)
Dy. Director (Admn.)
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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.

Digitally signed by
Vinod Kumar Nagpal
Date: 21-07-2025
14:23:25

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, Hgrs, 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(1/C), ROs/SROs - with
request to circulate the attached manual to all branches and branch officials
under your control.
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Manunl of Goneral Ofice Procedurs

R TR

FOREWORD

Employees' State Insurance Corporation is a service dellvery
rganisation with a large network of offices end fisld offices Epread across
the country., In the task of administaring a muit-dimensional sacial sacunty
scheme [or the SoCio-economically underprivieged, speed and promptness
in delivering services is the essence of its functioning, and the key to is
success, It, therefore, bacomas nacassary that a uniform set of procedures
I8 tollowed by all ESIC officas, in their day to day functioning for overall
efficiency and higher jevel of transparency and accountability. It has,
however, 1o be borne in mind that office procedures are followed lo
streamlina and guicken the process | a scientific way, rather than Using
the lad down procedures as a tool 1o impads the process and the
predress,

In this backdrop, | am happy that the Managemant Servicas Unit has
lormulated this revised edition of the Manual of Ganeral Cfifice Procedurs.
I am hopelul that this updated manual shall ba used extansively by the
ESIC officars and staff

ey

Suman Swarup 145
Director General,

M. Dalhi
Rated : 15.11,2008
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PREFACE

The Manual of Office Procedure was first introduced in the
Employees’ State Insuranee Corporation in the year 1975, Il was a time
whan the scheme was still In the process of growth and development and
rying to establish itself as the toreh bearer of social securlty In India.

The Gorporation, over the last fifty years has racorded & phanomenal
growih in lerms of geographical reach, coverage and huge infrastructural
network spread across the country The addition to its responsibiliies has
been tremandous with the Increase |n insured population. It is to meet tha
rew challenges and stand up 1o the expectation of the targal: public and
the slake holders thal necessitated the revision of the Manual of General
Office Procedure. The cbjective Is to abserb new irends in office
procadures so as 0 ansure prompiness, unifcrmily and accountability in
dealing with cormespondence and case files within the erganisation,

The Management Service Unil, having accomplished the task of
revising this Manual lo make it more effective and need basad. | hope
Officers and slall ol the Corporation shall fallow the |aid down proceduras
meticulously for smooth and wniform functioning at all levels,

—P._emi;’-m.___;

- =
S

(A, J. Pawar)
Additional Commissioner
New Daihi {P&A)

Dated : 30.10.2002
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CHAPTER |
INTRODUCTION

Manual of Genoral Oftics Procaedun
*_

Spacial meaning - in a procedure manual of this kind use of certain terms

15 Inevitable. It is, therefore, necessary to compreheand the meanings atiached
to these lerms. Thesa are explained below :-

(1]
i2)

(3

(4)

{5)

6]

(71

(8]

(5]

{1

(11)

‘Branch Oificer” in ralation to a secliony branch means the officer wha
takes the work directly from the Section’ branch,

‘Case’ means & current file or a receipt together with other related
papers, i1 any,

‘Central Reglstry” means a unit within a department, charged with the
responsibliity of receiving, ragistering and distrbution dak meant for
that department.

‘Correspondence Portlon® in relation to a file means the portion
containing ‘receipts’ and office copies of ‘ssues’ pertaining to the file,
including self-contained inter-departmental notes but excluding those
recorded on the noles portion of the file itseli,

C.H. Mo means the serial number assigned by the central registry
to dak in the dak register.

‘Current File' means a file, action on which has not been completed.

Dak’ includas every iype of written communication such as latter,
lelegram, tefex, fax, inter-departmental note, file which is recelvad,
whather by post or otherwize, for consiceration.

‘Dealing Hand' means any funclionary such as Lower Division clerk,

an Upper Division Clerk, an Assistan! etc. enfrusted with inilial
examination and noting upon cases,

‘Bepartmental Index” mears a consclidated Indax of files openad by
difterent sections of a department, during a yaar (exceptl thosa of
classified nature or those proposed te be retained for less than 5
years) arranged in a single series in the alphabetical order of the
caleh words under which they have been indaxed.

Department Instructions' means instructions issued by department

1o supplement or vary the provisions of the Manual of Office
Fracedura,

Diarisl” means & clark within a Section’ Gentral F&! charged with he
responsibility, Inter-alia, of Diarlsing dak in the section diary,
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‘Diarising” means reglsternng of receipts In the Section [hary.

‘Docketing” means meaking of entries in the note poriion of a file
aboul the serial number, page number assigned to each item of
carrespondence (whether receipt or issue) for its identification,

'File' means a collection al papers on a specific subject martter
assigned a file number and consisting of one or more of the following
paris:-

(a] Comespondence

(b Motes Portion

() Routne Fapers

'Final dispasgal’ in relation 1o a case undar considaration means
complation of all astion thareon culminating, whera necassary, in the
issue of final arders or final reply to the party from which the original
COmmunicaion amanate,

‘Fresh Receipt” means any subseguent receipt on a case, which
brings in additional Information to aid the disposal of the paper under
considaration.

‘Indexing” in relation to a file means Indicating s title under
pppropriate caichwords arranged in thieir alphabetical order with -3 view
to facilitating s lacation in tha event of naads.

lasue’ means & communication Issuad in a casa.

‘Issue of Draft’ includes all stages of action afler the approval of a
draft ending with despatch of the signed communication o the
addrassaa,

'Mole” means the remarks recordad on a case o faclilale Bz disposal
mnd includes a precis of previcus papers, a statement or an analysis
of the questions mguiring decisian, suggestions regarding the course
of action and final orders passed thereon, which is plaged in the nota
portion of tha fila.

‘Nates Portion’ in ralation to a fils means the portion containing notas
ar minutes recorded on a case.

‘Paper Under Considemtion (PUCY means a racelpl on a casa. the
sonsidorntion of which is the sub/eol matler of the case
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‘Parsonal Stafl' In relation to a funclionary means and Includes
Privata Secretary, Senior Personal Assistant, Personal Assistant,
Stenographear, Assstanl, Clark or any other clerical siafl appainted o
nssist him.

‘Recelpl’ means dak afler il has been received by the concerned
Section/ Branch or OfMfice,

‘Aecarding’ maans the process of closing a file after action on all the
Issues consldered there on has been completed, and includes
operations Fke completing references, removing routine papers, revising
the file ttle, changing the hile cover and stitching the file.

‘Reference Folder' in a relation to a particular subjeclt means a folder
conlalning coples of relevant rules, orders, Instructions; elc. aranged
In chrenological order,

'Routine Note' means a note of temporary value or ephemeral
Importance recorded outside the Hle, e.g., a record of casual
tiscussion or a note on a point of secondary importance intended to
facilitete consideration of the case by higher officer,

‘Standing Guard File' on a subject means a compilation eonsigting
ol the lollowing three parts:-

* A rtunning summary of the principles and policy ralating to the
subject with number and date of relevant decisions or orders
Quoted in margin.

(n) againsl each;

() coples of the decisions or orders referred to, arranged in
chronclogical arder;

(&) madel forms of communications to be used al different stages.

‘Slandard Process Sheet’ means a standard skeleton nole developed

lor i repetiive item of work, indicating -predeterminad points of check
or aspects to be noted upon,

Urgent Dak' maans dak marked ‘immediale’ or ‘priority’ and Includes
Iolpgrams, telephone, lelex and fax messages,
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l'f j Munual of Goneral Cifles Procadiss

CHAPTER I
MACHINERY OF THE CORPORATION

Tha Employess State |nsurance Corporalion was set up under (he
Employens’ State Insurance Corparalion Act, 1948 o provide canaln benefits
I amployess: In case of sickness, matarnity and empioyment injury and 1o
Make provision for certain other matiers in relation therato.

Adminiatration:- The administration of the Employess State Insurance
Soheme is vestad in the Employees’ State Insurance Gorporation which |s
0 body corporate having a perpetual succession and a common seaf. |t
gonsists ol B4 members representing employees. employvars, ceniral
ivernmant, the state governments, the medical profession and the
parliament with the Union Minister of Labour as Iis Chairman, For the day-
W-day ndminisiration, of the Schems, a Standing Commitiee consisting of
10 members constituled from amongst the members of the Corpomation acts
MR an meculive body, The Director Genersl is the ex-officic member of the
Gorporation as well as of the Standing Committes. A Medical Banelit Counci

upnmisling of 31 members advises the Corporation on administration of
mdioal banalils,

Wimilarly, al the ragional level, Heglonal Boards have been se! up in sach
Sinte with Local Committess in implemeantad areas.

Tha Director General is the Ghiet Executive Officer of the Corpamation. He
I Basinted by ane Financial Commissioner and three olher oificers viz
Isurance Commissioner, Medical Commissioner and Actuary. Cn
Admimistration sida, the Addilional Commissionsr (P&A) assisls him,

Mendauarters — The overall control lies with the Headquarters, which desls

mainly with the formulation of policy and ils execution. For the transaction

ol business, the Headguarters consists of tha lollcwing main divisions:-
(i Floance & Accounts Division

i Insurance Division

(i Modical Division

() Actunrial Division

(vl Administration Division

ivl] Construction Division

Thare (8 also an M.S.U, and '_rrlininn Branch for gnrying cut work-studies
i imparting trmining to employees of the Corparation at various lavels,

M il
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The main items of wark deall with by various divisions are datailad in
Appandix 1.

For the day-to-day disposal of business the Director Ganeral has laid the
Mules of Business'

For the efficien disposal of business, allotted to aach, the Headguarters has
bmen divided into Division/ Branches and Sactions. A seclion is genermlly the
lowas! organisational unil in the Headguartars with a well-dafinad area of
work. It normally consists of Assistant and Clarks suparvisad by a Section
Oficet! Superienfendent.

An organisational chart of the Corporation is at Appendix-18,

Megianal Offices: The administration of cash benefits is the direct
raspansibllity of the Corporation. Tha Corporation has, therefore, set up
Megional Oflicas in each stale fer colleclion of revenue and disbursameant
ol pash benefits with & network of Local Ofiices. The main items of wark
being dealt with by various Branches al Regional Offise are menticned in
Appandix-2,

Modienl Care: The administralion of medical care is the statutory
mapansibilily of the State Governments. Medical Carg ja renderad through
B8 Dispensaries (in service area) and Insurance Medical practifoner fin
Panel arens) and ES| Hospitals,

Mevenue Recovery: The Corporation has el up itz ewn Revenus Recovery
Machinery. Some judicial pawers have besn given to the Recovery Officars
ol the Corporation.
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a3 CHAPTER 1l
MAIL HANDLING
Elth d¥]
i Ml :
il Cantral Registry is also known as C.R. & | which is a unit in the
A i el R e e don ot et € o sy e ety avmEied o o O EibRdquatons, aa well as.in Regional Offioes: This s the piace whers all new

j | mal from outsida, Iellers, telegrams and ather communications. which ara
B o e e e & et arer @ ot areft e o S, T, A den are e g ballad ‘rocelpts' B Tebalvad.
¥ & o arraferi e e 2 |

Mecelpt of Dak - During office hours the entire dak (ncluging that

na w o) sl - oaten Wy & S aReeRl & a9 e g I ale e ndtiteased 1o the officers by name will be reesived in the C.H & | Section.
fredbay an o S ey gre W A ST | e efrwed wen difi aeg o e Fai mach l'EgIElHrE!I:! and nsured article, the receipt clerkf diarist will complate
Faftvssradtare aalern o) e < wm s SR g8 et S s st the postal formalities on behalf of the office, Where, however, immediate/
B qf1 o § = ) ' i Imporiant dak addressed to officers by name, is sent through special
Wi A 1 ufie s s Y s & e # e e o i msasonger directly to the addresseas themselves, It will be receved by them.
§ T T T AT ST | RN B T O S0 S i, 2 A A The recalpt of dak excepl ordinary postal dak will be acknowledged by the

Forftre ErrdvpTe g BT SIee ol wTEl 9 A 9 e ma | recaipl clark diarist signing his name in the full and in ink.

q ! T e S WEERTA 41 i B g e e wEdr i Bk received efter office hours and on helidays and closed days will be
it il ; AT g8 S 1 - securely kepl by the Watchman' Chowkidar of the office whao will —
rer ki ol et an-

(I} In casa of telegrams hand over the same to the Branch Officar

(TR i o e (o i R E LR T e B S anrE (Y Reglonal Direclor’ Head of Office immediately on the following day.,
i &m | iy In case the following day(s) happens to be a holiday, the Chowkidar/
3 Watchman will hand over the telegrams to the efficar so designated

(i) uf arre B arerer e f9 @ o etEmmeta g9 sl W e it f : i racelve such dak at his residence.

A TR W 7Y § W W ETE qn @l & Py Pw R oo el (i) In case of ordinary dak — hand over the same o the C.B. & | Section

(i) e wTE s W g widiEn & wEa o e i s e Immackabaly on Gpsing: of 1he. oftice.

it | i Dak received from the Ministry/ Headquarters' Office —
Biak from the Ministry of Labour will be received direclly in the Director
1,4 Qe I EEEI T i Ea E R )t B
' 4 Gienorl's Personal Cell end after perusal by the Direclor General it will be

Wit stsrer @ et ) m A wetens & daf v A ur o o) aen e Mmarked to the concerned Divisional Head. It will be reglstered in the dak
a werellar & wie i s s o e i o) e | aw s b fgluter malntained in the Diractor General's Personal Cell. Similarly, dak

: i menlved from Headguarters Office will be directly received in the Personal
ey o ol on o we vfieer o oot ot e | g s e 9 s g e Call of Ragional Director ete. and after perusal by the Regienal Director will

it Wl Py anf® O Aafrrn w0 o ot g e atever v B st b regletered in the dak register maintained in the Reglenal Directors
are wrdty fvdw i dafvwe o 4 vl oo o w afbreed A oot ot ey Pyracnal Coll
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Distribution on dak to ditferent Sections/ Branches -

Marninl of Ganaral Oitlcs Proceduare
S

Opening of dak - All covers, except those addressed to the officers by
fame o those bearing as security grading will be opened in the CR. & |
Saction and following actlon will be taksen—

(1) Tha C.R & | Section will check enclosures meantionad In the
communication. In case any enclosure is found migsing a note of it
will be mada in the communication itsell.

Urgant dak will be separated from other dak and deaft with first,

In case Of important lattars ele, with enclosures such as chegques/
comand dratt. RRA, thesa will be separated and defiverad 1o the Branch
conoerned immedialely.,

(i)
(i)

Blamplng - All opened dak, as well as covers of unopenad classified dak
Wil ba date stamped as per specimen given balow —

CH&I Branch (Headguarars)
Received on
R&l Dy, Mo.

Barting - The entice dak wil then be sorted oul secticnd branch-wise (and
pllloscwing # addressed by name) to ensure that R&l Section is abia to sarn
Bl and sand the various types of receipts to the appropriata sections/
Branohes n the offices, it should maintain an up-to-date fist of the lems of
work handled in the varicus sections/ branches.

Magistintion -

(i Aler sorting, the dak will be registered by the CR. & | Section in the
dak ragister (Appendix-3) or in the branch-wise register, As far as
ponsilde, the dak will be ragistered section-wise/ branch-wise in the
Hoadguartars and branch-wise in the other offices,

Far this purposa the Central R&l Secton will maintain one or more
dak regisiers as may be found necessary and convenient in each
cificn. Each register will be given an identification number. The Satial
Mo, given by the Central R&| Seclion o a particular latter in ils
ragiatry will also ba shown In the space provided for the purpose in
thee stamp affixed on L.

]

i  The Central R&I Section will prepare an Invoice (Appendix 4)
noparately for sach section/ branch te which the dak |s to be
dhliinited, Tha dak along with an irnvalece In duplicate will be sent to

m——
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the section/ branch concerned and acknowledged by the diarisl, which
I Ite turn will ba filed sectlon/ branch-wise and data-wisa In lthe
Contral H&| Section. Whera dak s registared straight away in the
branch registers by the CR Branch, no involce is necassary,

Wrgont dok wil be distributed immediately when it is received. Other
dak may be distibuled at suttable intervals during the day. The official
In charge of the Central R&l Section will ensure 1hal, as far as
possible, sorfing, registration and invoicing of dak is completed on the
day of s racaipt |{salf,

Allocation of disputed receipts — In the case of certain receipts
iantilication of the sectiond branch concerned becomes difficult, and a
pction/ bransh may dispuie aflocation of such receipts. For such doutbitul
fedalpin, the following steps may be taken :

[
[W)
i)

CH. & | Branch would consult the Branch Officer and forward the
ragdipt as per his instructions.

Il tha receiving branch disowns the receipt, the order of a higher
olficer than the Branch Officer will ba taken,

It {atill) there is & dispute, the receipt wil be referred 1o Additienal

Commissionar [P&A) In the Headguarers and Head of Offices in the
lield offices, whose decision will be binding.
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Raril al Ganeral Cfice Proceduse

CHAPTER IV
ACTION DN RECEIPTS

Porusal and marking of Receipts — The diarist wil submit ail receipis 1o
e Section Officer/ Office Superintendent! Head Clerk who will:

mark mis-sent receipts to the Section’/ Branch concerned:

mark o himsall such of the recelpts as are of a difficult nature or
present any special features requiring his personal attantion:

mark other receipts to the dealing hands concerned and whare
fecensary, indicate urgency, grading and give directions regardging line
ol action,

Woop & note n his desk calendar of all-important receipts requiring
prommpt action or disposal by a specifiod dafe, with a view to kizeping
# walch on progress of action,

Marising of recelpt - The diarist wil digrize all the receipte In the difforent
dlatles of section (Appandix 5) except the recsipts which, as a class, are
Mduguataly taken care of by a register specially devised for the purposa (e.g.
olephone blile ate. which are entered in the telephone bill registar atc. )
bafore thay are submitled to the Branch Officers concerned in dak pad es
tancribed In the subsequent para and
dhaling hands and signatures obtained,

Recelpts received in the section

herealier distributed among the

intar-departmental notes, telegrams, or any other category of
recoipls sought to be distinguished from the rest may be anterad
In the section diary in red ink,

Papars roferrad to another department will be diafssd each time
thoy are received back. For those referred under diary numbers,
however, previous and later entries in the diary will be linkad by
fiving the earlier and the later diary numbers against each entry.

Il a recaipt |s diarised after a lepse of more than 15 days from
ho date it bears tha antry ragarding data in column 3 of the
Saction Diary will be circled in red ink,

The diary number of a recalpt will be indicates in the space
provided for the purpose In the stamp affixed by tha ceniral
regetry vide para 8 {a), ;

m—— ] W



e sgsubry e T e

=& =

B ) LS 1 e e e o e A Tl £ O
grafea o ddien ot By o sl eeym @ @ wilt on v £ afe g
it o e SRy T wh el ey we) |

(w) g w1 smafemT & sl

(1) sewe it o 209 i st & daiinn st oot siirmi ot o

g amaferaT B aree Sl e @) el F el el | ssrdeg &

sreet Femeri sz Pl sftmrd =1 ord 5 20 1 memlt o s finoien

witd arEiaREme 4) o sl |

Ciiy  oreh oft amenft ot 9 afer ave zmed s oft ool | e e asp o

e Bl Fvar o =1 e T e T R s wa mn

R v MR [ R R B e B AR ) e B 2 e Dl |

o e | g - W)y e @ s SaRE re g
Fiam T @Y 9 |, e wiEE, W wiee, FEwsaT afa iy e

ay arod] A ol S T £

4.8 yrafvd) @ edase - afEeRa w g e gt amie] ot A ol it i
9 ¥ WY W2 G2 A R A g W O W el R o A
AT T ST anernTiy e/ T e e st & s i
e #19 1

d 4 arneferdt & dwer # sradta o Pt - sl & wwe o fedt amehe @ ofy @

ooyl e andvorss sy Reloer wmawm wom | 24 e % oftow st 1’r e
ars A e arE amafadl & w SRt dad AT NI |

d 8w aftefaT g et - B el @ smieat e o el & 9 s f
1 il o it Sy ard) e o e sem st 9 e arltwe ae) |

4.0 Wareeae srafewd @ dzam - b s g s wv & B e V)
ardver s w0 ady el ord R et T St i da s & ol amett o o R
nr areee el & gean w ol w9 F B st adtred @ e
|

d, 7 wnren fregrel - smaftved ee wriad wa wem gemaben ofl wredt T g oo e
el - et ot ey | v ardiEre annband asr @fen areR G o ot & e
ey A s o el e R @ e o e

_—

6‘% Mnnuiad af Genarad Officos huuuur:
s T = =~

(v] The saction officers! B.O. will scrutimise tha section diaries once
& waek 10 sea thal these are being properly mainfained and
appand his datad Initials in loken of scrutiny,

fty  Diariging of rageipls recalved by officars:

{y The parscnal stafl of officers of the rank of Director and above
will dianee recaipts recaived by thelr officers in respective personal
seclion diary, Envelopes received without contents or with material
nol marked to any officer should also be diarised {App.d) with
nacaasary cammenis,

() Mo recapit will be diarised more than twice. A communication cass
diansed above the section leval will not be diarised a second time
Hl it reaches the section where I will be diarised in the saction
diary. For exampla, a communication received by the Minister and
diarised by his personal staff need not be diarised at the level of
socretary, additional secretary/ joint secretary! directar’ deputy
aacratary, ate,

Movement of receipts - Asczipts submitted o officers will move in pads
ponnpicutusly labeled as dak pad with 2 movement slip which will provide
galkimne lor the date-wise no, of receipts, initial of Section Officer’ Supdt/
Hond Clerk and Branch Officer,

Watoh on hold-up in movement of receipts — The Seclion officerOffice
SuparintandentyHead clerk will keep a careful watch on any held-up in tha
movement of receipts. The diarist will bring to his notice any receipts. which
fre nol rocoivad, back from officers within 24 hours.

Aotion by higher Officers - Officers to whom receipts are submitted will,
whare necossary, give directions regarding line of actien to be taken or
urgeney grading on the receipts.

Allooation of disputed recelpts - | a sectlon feels that it Is nol concerned
With o missant forwarded o it vide para 11{2) the same should be brought
o the nolice of the ollicer designated by the department for deciding
dlooation of disputad receipis,

Ganaral principles - Action on receipts will be so organised that it resuilts
In spoaady and correct decision making process, Whilo the detailed drill to
b Iolowed s ghen in the succasding paragrmphs, cortain goanaral principhes
0 bo obsarved In this regard o glven below :-
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(1) An officar will himsall inltiate action on as many receipts as possible,
kanping in view the priomty requiremant.

(2] MNumber of levels at which a case is examined will be reduced to the
IR T LT,

() Paper work will be kept at an essantial minimum
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[

(4} Least possibla time will be taken for examination and disposal of
Gilfas.

[N} Whila disposing of cases, an officer will aim at optimising the quality
ns wall gs the qguantity of work parformed by him,

Aotion by Dealing Hand — The Dealng Hand will:
(I} aner the receipt in the Assistant's Diary (Appendix B);

(I} eheck the enclosures and iniliate action, If any enclosura is found
misaing;
()  denl with the urgent recaipt first, by bringing the receipt on to a

ourrant file if one aleady exista or open a new file, the file number
will be Indicated In Column 3 of the Assistant's Diary;

(W) mssign the receipt a Serial Number and Page Mumber, docket it and
reproduce on the notas portion of the file, remarks if any, made on
tha recmipt;

iv) with e help of file register, standing guard file, relerence folders sto.
Iclanily and axaming tha issue invelved and record a note to facilitate
tecislon making:

(vl] arrange the reference papars and where nocessary attach a labls
Indleating the urgency grading appropriate o the case;

(Wi} menbon the date of submission in Column 4 and date of Tinal disposal

In Column § al the approprate tme, of the Assistants’ Diary and put
up the case to the Section Offices/Office Superintendent’ Head Clerk.
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Aolion by Section Officer/ Officer Superintendent/! Head Clerk - Tha
Bedtion Oficer’ Ohce Suparintendent’ Head Clerk will:

() msarulinze the note of dealing hand;

iy Hinally dispose of routing cases keaping In view the instructions
pontained In OM. No, 181371 O&M dated 13-6-1872 pertaining to the
activition in tha Aeglonal Office (double e eystam):
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() record where necessary, a note sefting ocut his own comments or
suggostions; and

(i) mubmit the case to appropriata higher officers.

Beamination by Section/ Branch - When the line of action on a receaipl
I8 obvious or is based on a clear precedent or practice or has been
Indicated By a Higher Oficer, and a communication has o issue, 2 draft wil
Bis put up without any elaborate noting. In ether cases, the Sectiond Branch
while putting up a case will ;

(Il see whether all the staternents, in so far as they are open 1o check,
e agtually correct,

() point out mistakes, mistatemanis missing data or information if any;

(I} drw attention, where necessary, 1o statutory or customary procedura
and paint oul the relsvant law and rules;

Wiate the guestion for consideration and bring out cleady the point
raquiring decision; and

() suggest, where possibla, alernative course of action for consideration.

{1w)

Pragedure for Examination -

(Il Stanterd Process Sheats — for doaling with cases of repetitve nature
#.g sanctioning of Leave GPF advances, forwarding of applications ete.
slandard process sheets will be used. No notes will be recorded in
wuch cases.

W Level of disposal and channe! of subrmission — (1) An officer above
Ihe lovel of section officer will take action on a case in accordance
with the departmaental insiructions prescribing the level of fina! disposal
and channel ol submission for sach category of cases,

W) Deperiure from normal procedures or fulos — In every case wherg a
majer or mingr Infraction, other than trivial, of the existing procedures
or rules Is sought to be made it shall ba the respensitility of tha
docison making authonty to ensure that reasons are set out in writing,
warning such f departure from tha rules or progedures,

Final mction by higher officers - Olficars above the level ol Section
e’ Offica Superlntendant’ Head Clark will take final action on differant
Unsnos of cases In accordance with relavant instructions lssued from time

E -
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Ouldelines for noting -

All notes should, as far as possible, bo concisa and o the point. The
vatbatim reproduction of extracts from or para phrasing of the PUCY
FH bte. should nol be atternpted. The language should be. temperate
and courteous free from personal remarks and should be simple and
direct in styla. The use of mvolved language should be avoided. The
languapge should be clear and frae Irom any possibie confusion.

Unless the last nota on the fila iteslf sarves the purpose, a selt-
oontained summary, bringing oul briefly but cleary all-relavant facts,
will ba put up with every case submitted te the higher cfficers,

Thi Dealing Hand' Office Suparintendent’ Head Clerk will append his
nitlale with date on the left hand side below his note. The Saction
Ollicer and Higher CHicer wil append their signatures on the right
hand side of tha notes.

~ Noting = A note will be divided inte serlally numbearad paragraphs of easy
Mlen, say ten lines each, Paragraphs may preferably have brief titles. The first

- patngraph will give an indication of the evidence and the conclesions
fenched. The final paragraph should weigh the arguments and make
moammaendations for action.

Cardinal rules for drafting — The language of the draft should be direct,

giinalsn, simpla and incapable of miscanstruction. Lengthy santencas,
abruptneaes, eircumiocution, superlative and repeiition, whether of wearda,
skprassion er ideas and use of involved language should be avaided.
Sommunications of some length or complexity shouid generaly conclude with
i Bummary.

Alds 1o processing - Teo facilitate processing of cases, each Section/
Mranah will develop and maintain the following records for important subjects
tenlt with by it :

Standing guard files which wifl contain:

[} oulgoing important instructions issued by the Sectiond Branch:

{b) Incoming matructions ete, arranged Section’ Branch-wise. The
Superviser and Branch Officers should ensure that the guard files
are maintaingd properly,

pracedont boak,
refarence lolder contalning coples of alrcularn eto;

[‘E_:[_
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iiv] alandard process sheets, as dovised for repetitive and routine items
ol work for use by the Dealing Assistants.

Relerence Books - Apart from copies of the relevant orders and
Instructions concerning subjects dealt by it each section is expacted lo
maintaln for ready reference, the ES| Act, Local Office Manual, Medical
Manual, Hecord Relenbon Schedule, ESIC Manual of Office Procedura,
Funetional File Index and other Acts, Rules and Instructions of a ganeral
niture.

Moditication of notes or orders —

(I} Semor officers should not seek any madification in or replacemant of
thiz notas recorded by their juniors once these have been submitted
[o them. Instaad the higher officers should record their own notes
giving their views on the subject, where necessary, correcting or
modifying the facls given in tha earlier notes. In any case the
replacement or modification of the notes, which have already been
recorded on.a file, when the file has besn further noted upon by
othars, should not be permitted

(i} Pasting ovar & note or a portion of it o conceal what has bean
rocorded is not desirable. Where a note recorded in the first instance
roquires any modification on account of additional facts or any error
having coma to nofice, a subsaquent nole may be recorded, keeping
tha parlier note in tact

1y Where a final decision already communicaled to a party s found later
on o have been given on & misiaken ground or wrong facts or wiong
interpretation of ndes due to misunderstanding, such withdrawal may
have also legal Implications, in all such cases, such a withdrawal
should ba permitted only alter the approval of an officer higher than
Ihas one who took the original decislon, has been obiagined and
rensons for the reversal or modification of the searlier decision have
beon duly recorded on tha file.

Holing on files received from other depariments

{1 the relerence seeks the apinion, ruling or concurrence of tha
rocaiving department and requires datalled examination, such
axamination will nomally be done separately through routine notes and
only tha final result will be recorded on the file by the officer
raspongible for commanting upen tha referance, Tha officer lo wham
sich a note |o submitted will aliher accept that note or record a note

_ith
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of his own. In the lormer case, ha may direct that the note in question
of a specified portion therecf may be reproducad on the main file for
communication to the department concemed. In the lafer casa, he wil
racord & suitable note on the main file itself. In either case, a copy
of tha note recorded on the main file will ba kept on the routine notes
tor retention in the recelving depariment befare the file s returned 1o
the originating departmeant.

{l}  The department will open subject-wise files each year in which such
routing notes will be kept. The inter-departmental note recorded on the
llin of the originating department will bear the subject file numbar to
lnpilitate filing of papera and their retrieval for future refarance.

()  Whera the referance requires information if & factual nature or other
action based on a clear precedent or practice, the dealing hand in the
receving depariment may note on the fila straightway.

W] Whare an officer record & note on a file after obtaining the ordars of
@ higher officer, the fact that the views expressed thergin have the
approval of the latter should be specifically mantioned.

Oral discussions -

= (I} Al pointa emerging from discussions between twe or more officars of
the same office and the conclusionz reached will be recorded on the
relevant file by the afficer authoriging action.

i Al dscussions’ instructions’ decisions, which the officer recording them
conaiders to be important enough for the purposs, should be got
ponfirmed by all those who have participale in or are responsible for
them. This is particularly desirable in cases where some importam
Hapartura from the prescribe policy is involved or whara two of mara
lavale ditfer on significant |ssues or the decision tself, though agreed
wpan by all concamed,

~ Bwl Instruetions by higher officers —

(I Whare an offigar is giving direction for laking action In any case in
fespacl ol matters on which he or his subordinate has powers to
docide, he shall ordinarily do so in writing. If, however, the
pifcumatances ol the case are such that there is no time for giving
tha Instructions in writing ha shoukd follow it by a writtan sonfirmation
al hin sarllest cenvanlancs,

55 ~
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(i} An ofticer ghall, in the performance of his official duties;, or in the
axercisa of powers conferred upon him, act In hla best judgement
nxcept when he is acling under instructions of a superior official. In
the lalter case, he shall oblain the direction in writing wharever
procticable before carrying out the instructions and whare 1 is not
pessible to do so, he shall abtain wrilten confirmation of the disection
a8 soon thereafter as possible,

Channel of submission - Unless otherwise provided for by specifiad
inalructions, esach case will travel up fo the appropriate daclslon making leval
ough all the intermediate levels In the hierarchy and travel back through
tha appropriate lBvels. Similarly, 8 file referred o the othar division for advica
should ba daalt with at the level equal 1o or higner than tha level at which
ihie ilprance has come.
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(148

Aimangement of papers 0 a case - Tha papers In o case wil be aranged
i the fellowing erder from top dowrwards :—

() sl e, Al reteranceg books,
(5]
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(ily e Porfeser o Few wr Ry e feenn dad oo 9 Hi () notes pertion of the current tile ending with the note for congideration;

Iy argehened s, i s o 3 () deatt tor approval, it any;

3 :- ¥ 1 ) i 1 : r - - W

(iv) e Fiftrer o o s Foren ey mee st A s awen Pt (W) oorfespandence portion of the curment fila ending with the latest recesipd
# B | or lusua, as the case may be;

(v) v P e sem sl wiese, o o &) | v} wstanding guard file or reference folder, it any:

(i) T gt e P i@ e o, SR g A o Rl o (W) olher papers, (I any, refarred 1o, e.g. extracts of notes or
AR 2 SgTr, srEw, HWEer et i faleme # o ofeer R gorrespondence from other files, copies of orders, resolutions, gazettss,
WIS B AT A W BT arranged in chronological order, the latest being placed on the top:

(i) Pl 2 oo smr el g o afimaes e & s &0 T (W) recorded files, it any, arranged In chronological order, the latest being
fifieer 21 | placed on the top.
4, 0P8 U S Malerencing -

gy s % werw ar (o fen, oR-amEER i) # el oe oee [} Bvery page in each part of the fila (viz, Notes, cﬂrrﬁspnndﬁnt& el
: i ba consecutively numbered in separate serias. While the

SETHT # AT ST we] ol | e e e i e e W ,
[ a— R eorrespondance portion shall be page numbered on tha outer top
i '-,I.fﬁ- ik aa’r?m‘l'rmn L1 a;m,? 31:'1#!3? iy gorngr of the page number of the notes portion shall be indicated on
st a2 it 26 e & G I we A s | the top micdle of the page, blank intervening pages, if any, wil nol

(ly Tfere i g-ager o SRle HE 49 A6 g B R e, oo Ry b numbanad.

e AR G ek g g A g1 e OF e ST AT ' S e (i} Each flam of correspondence in a file, whether receipt or issue, will
faflwe ol ot | b nesgnad a sarial number which will be displaved prominently in red

iy Pt PP 4 Rl et & war =R o s oo St ord Sl ink on the right top carner of ils first page.
are gft A anredl e & " A T o 1wt o araivn v 4 s iy Tha pillpﬂrhund&: u::unalde;aﬁm an a_EIaH':viﬂ”h; fhggad "F"UE"lhajlar:_ld e
WA R STE-ATE GEIT S W ST e San -1” wen e -2 affe Intest fresh receipts nofed upon &8s . II there are more than one
1§ Id be flagged ted FR.IMand FRIM and s

B wn EET T :.nH thay should be flagged separately as

(Iv) Py s o GEee e g':: TS o S S T (v} In referencing to the papers flagged ‘PUC’ or 'FR' the relevant page
we @ @i A Fiffe off ot | A Ml & v e bl iy number will be quoted invariably in the margin. Other papers in a
Gre T e ey oo [l @n | ourrent flle will be referred to by their page numbers only.

(v} g e & w0 s alieeTns Wit e asn s o iVl Macorded lles and other papers put up with the current file will bs
wprr & fon wolas A affral e & amplt | fl v afirerens (it llagged with alphabelical slips for quick identification. Only one
fhavers) & g Ber o it vd) el @ sy | afy oo ek nmﬁﬂ alphabotical slip wil1_ba altached 10 E’: rec?rﬁeddﬁla nrhump:_jlatilt;n.blr

B | i fen aieer w0 T et o vt Iwo or more compilations are to be relerred to, they shou e
Ff;;a; Lﬁfr:ur:'m : ﬂ:r EG::'T-F WETL u mitj.: : s am -a:r 0 ul'mn zln-rl T ieniified by 1he relevant paga numbeare: in addition 1o the: alphabetical
i | i Ot w23 e AT R | FTF. SIS A slip 0.9, ‘AY23.n, ‘AV17.0 and so on,
tely i) wer o e et gu i mmd o ety fig o arrenecen & B fore W

w wwren (R g aett e e i get wi o affeid e o T
L

1o tuciltate the Wentfication of mherence to papers contained in other
Mloa after the removal of slips, Ihe numbar of the tlile refarred to wil

Em
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be guoted invanably in the body of the note and the relevant page
numbaers logethar with the alphabeticsl slips atiached thereto, will be
Indicated In the margin. Similarly, the number and date of orders,
nattications ete. will be guoted in the body of the notes, while the

4. 26 TRt & o Bifre s alphabatical slps used, will be indicated in the margin.
(1) oy ut o adive sire PRt o g me aes g wne e i o B N Linking of flles -
ST qﬁm”% ‘F:I TR T Dl ml:h'ﬂ_ ﬂ?ﬁl 'H_[ |3 s g i ) It the issues raised in two or more current files are o inlar-
ATE U= AT F 0w A | A 5 TR b T e R o canneetad that they must be dealt with together simultaneously, the
rbard aa Foarfy o o on ol & o ey Brfder o el s o s mlevant filas will be finked in the manner indicated in I} below. Such
r e S, e = Fer & e o waren S & e o et T linking may also be rasorted to if a paper on one current file, is
o g whrrdE TEet e T A T s | required for raference In dealing with ancther current file, unless &
,;“:4 i -l ‘-ﬁ'r;‘: e e o eopy of the paper can ba convenienlly placed on the first file.
i il =l Ry -FJ' s ?Lm Whaen lles are to be linked, stings of the file board of the lower file
NS (PR R 9L Ty sl s Vg S 1 (but not its flaps] will be tied round the upper file and those of the
BT o S v W W i R s @ ot el il i o lle board or flap of the upper file tied underneath if in @ bow out of
T HHT ST A (R0 W o] UF sategd v | aies are this way g0 that each file is intact with all its connected papers
ol wd Prflel orer ave @) onasfr arranged on e file board or flap. On receipt back the linked files wil
: , be de-linked,
4 BT amavom ari w1 wan b mn de e B e e of s ae s T
‘e S AR | e @ AT 3 e W e wm § R T o &8 ol urgency grading — Twe urgency grading generally ased are
BT AT B T R T a0 WO T Tt S e S T e o immadiaie’ and 'Pricrity’. Immediate is used in cases requiring a prompl
i i ) f e g : nian and ‘Priority’ will be used for cases which have to be given
SRR el T S o1 i S N T BiRakdonds over those nol bearing any urgency grading.
A28 WA W) seE A o AEem W WS T I S S 9 A O ) W

Matarnneen to or from the Ministry - All references to or from the Ministry

o ba Beon by the concerned Divisional Heads personally in dak and
(iher wotion should be taken according 1o his directions and not In a
siline manner. Most of these cases should be shown to the Director
Cinaral mt an warly stage. If the Director General Is on tour, the Divisional
BEiln whould donl with the malter and then bring il to the notica of the
imdtnr Clanaral on returm trom tour.
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CHAPTER V
KINDS OF COMMUNICATIONS

Forms of written communication — The different forms of writtan
communication usad i tha offices of the Corporation are described below,
Each form has a use and In some cases a phraseclogy of |15 own.

Letter = This form s used for correspondence with Foreign Government,
Central and State Governments, Heads of atiached and subordingle offices
of Government of India, statutory bodies like Union Public service
Commission, Public bedies, HQrs of the Corparation and mambers of the
public gpenarally. A letter begins with the salutation *Sir{s)” or “Dear Sir{s}"
as may ba appropriate.

Demi-Official Letter — This form s generally used in correspondance
hetwean departmantal officers for an Inter-change or communication of
opinion of information without the formality of the prascribed procedure. I
may ales be used when it s desired that & matter should receive personal
attention of the individual addressad, it is written in tha first person in a
parsonal and firendly tone.

Office Memorandum - Thiz form is used for correspondence with
subordinate Informations. |1 is written in the third person and bears no
salutation or subscripllon except the name and designalicn of the officer
gigning it. In the normal course, a letter is signed for an officer only i he
has seen and approved the draft Letters issued (rom Headguarters should
ba signed for Dirsctor General anly in those cases where the drall has been
approved by him. In all other cases the lefter should purport to issue from
and should normally be signed by the officar who has approvec the drall
and accepts responsibility for its.

Inter-Departmental Note — This form may be used by an otfice when
consulting subordinale formations and vice versa. This is generally utlisea
lor obtaining views, comments on a proposal or for obtaining a clarification
for cartain existing instructions etc,

Telegram — This form is used for communicating with oulstation oftices in
mattarg demanding prompt and mmediate attention. As a rule no telegram
should ba issusd I an exprass latter or a letter marked Immadiate or *priority’
gan sarva tha purpose
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5.7 Telex/ Fax Message — In urgert and mportant matters, offices having Tolex/
Fax facilities may send a Telex' Fax message instead of a telegram in

communication with oulstation offices.

5.8 Telephone -
{1 In purely routine matiers nol warranting & writlen communication, office
may communicate with fecal parties over the tslaphone.

{il}  In matters of urgency, offices may communicate with other parties,
both local and culstation aver the telephone. Where necessary such
communications may be followed by written communications in the
appropriate form.

(i) Hesort to telephone trunk calls (including S.T.0, cal) will be regulatad
by departmental instrucficns,

.9 Office Order — This lorm s usad for issuing Instructions meant far intarnal
administration e.g. grant of reguiar l2ave, distribution of work among officers
and seciions eic

6.10  Order = This form 18 usad mostly for communicating orders on discipiinary
cases ete. to the officials concerned.

6.11  Nofification — This farm is used in notifying the promulgsation of statutory
rules and orders.

B.12 Hesolullon — This form of communication is used tor making publiz
announcement of decisions in important matters of policy Le. appointment
of committeas or commissions of Inguiry. Resolutions are also usually
publishad in Gazatta of India.

13 Endorsement — This form is used when copies of the original are sent to
another Department’ Offica’ Branch, for information or action,

fii.ta  Correspondence with Members of Parliament -
ia)  Communications received from Members of Parliameni should be
atiended to promptly and replies sent from a sufficienty senlor laval
without any dalay.

) Mormally information, which cannot be denied to a Mambar on e
floar ol tha house, should be made available to him in case it is
solght fer. Thara Is, however, no obligation to disclose secret or
oonfidental information,
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As far as possible, corresponding with Members of Pardiamenl pre-
printed or cyclostyled replies should be avoided.

In regard to communication received from Members of Pardiament the

following procedure should be followed

(i) Replies to leters addressed to the DG/ Divislonal Head by
members of Parllamant should as far as possible be sant under
the signature of the DG/ Divisichal Head.

(i) H and when the DG’ Divisional Head is not able to sign the reply
to the letter addressed o0 him by a Member of Pardiament, a reply
ghowld be lssucd under the signature of tha officars just below the
rank of DG/ Divisional Head,

(i} Where, however, a latter is addressed by a Member of Parliamant
o the Head of an attached office or subordinale office,
consideration both ol expediency and courtesy would demand
that the |elter is replied by the addressee himssif in routine
matters nol imolving gquestions of pokey.

In regard to leters addressed by Members of Pariament to the Heads
of attached or subardinate offices the addressed officer may furnish
to the Member of Parliament any factual information, statistical data
ar miormation from published documents ele. which & unclassifled and
also such information as cannct erdinarily be denied to a Meambar on
the floor of the House. Where, however, a matter of policy is Invelved,
the officer. would, no doubt, lake care lo have prior consuitation with
higher aulhorities before sending a reply.

A spaclal watch should be kept by the personal section of the Head
of Office’ Supervisor of the Branch concerned to ensure speedy
disposal of such communications.

Eaczh commurication received frem the Mambar of Parliament, a
member of public, a recognized association or a public body will be
acknowledged within 15 days., folowed by a reply within the next 15
days of acknowledgement senl.

Where {i) delay ls anticipated in sending a final reply, or i) information
has to be obtained from ancther Ministry or another office, an interim
raply will be sent within a month (from the dale of receipl) indicating
the possible date by which a final reply can be given.

If any such communication is wrongly addressed to a department, it
will be transferred promplly (within a week) to the appropriate
department under intimalien to the parly concerned.

L
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Where the request of o member ol the public cannot be acceded to
for any raason, reasons for not acceding o such & request shouold be
-g-l'n.l'E'I'I1

As far as possible. reguests from members of public, should be loaked
at from the users point of view and not solely from the point of view
ol what may be administratively convaniont.

f15 Parliament Questions —

{i)

(il

(it}

(vl

{v)

Farliament guestions should be handied on top mast priarity and
replles should be fumished within the tima limit,

Mecessary action to collect the material for replying the question
should be initiated immaediataly on receipt of the question.

While collecting data of Information necassary for drafting a reply to
a question or preparing the materlal for tha possitle supplimentaries
there to, careful attention should be given to the nature of the
information to be collected and the authoritiss who should ba
addressed fof the purpose. It a part of the information iz available with
one authority and a part with anothar, communications asking for
nformation should state in precise terms the nature of tha information
called for from the respective suthorities so that thore iz no aveoidable
duplication of effort

In preparing a draft reply, part of the guestion should be reproduced
and dralt replies given in parallel columns for easy reference. Except
in the case ol an unstarred guestion, a “MNote for Supplementarias”
should be added furnishing such information as may be required for
answering supplementary guestions likely to be asked. The draft reply
ghould be ge preciss, unambiguous and complote as poscible, and
particular care should be exercised in using expressions which are
liable to be construed as evasive or which imply an undertaking to
furnish further information, unless it is clesrly intended to make such
& promisea.

Where a quaston calle for tactual or statisfical informalion which is not
possibla to collect in time, the advisabilty of requesting the Miniatry
congamed (o putdown the gieestion for reply on a later dels during the
Session may be congldored in ordar 10 have more Ime for preparing
tha reply.
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Expensive methoda of collecting information from outstation sources,
such as by elabarate telegrams, or telephone trunk calls should ba
avoided as far as possble.

Facts and ligures and other maierial forming part of replies lo
gquestions should be very thoroughly checked and it should be
specifically stated on the file on which the reply is proposed ic be
sant that the figures and material etc. have been properly chacked.
Whera the dala is ascertained on the telephone from the Regional
Director ete, dua to want of time, it should be |ndicated in the note
that the data as ascerlained on the phona is cormaclly reflected in the
raply. g
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CHAPTER VI
DESPATCH OF COMMUNICATIONS

Marking of drafts for issue — In official parlance, the werd issue stands
for the erder. which is gwven by the appropriate authority for the issue of
draft letter, aftar it hag boen approved by tha compsient authority.

(@) After a draft has been approved the Seclion Officer/ Gifice

Superintendent’ Head Clark will:

(i} Examina the draft to see that all corrections ate. have beean
properly carned out:

{t) Specily the number of spare copias required, if any,

{iii} In case the communications is to be sant by Regstered Post or
oy special messenger efc. he will specify the facl in the drafll;

(v} Mark the draft for ‘lssue’ (in case there are more than one draft
for iszue from the same file, indicate the total number of drafts
€.9. fissue 3 drafls");

(vl Fass on the file 1o the typist who after Iyping will pass on the file
to the Dealing Assistant the Daaling Assistant wil compare thae
talr with the draft, mark the copies for despatch, attach anclosures
if any. put his inifials and aftar marking offica copy send it for
sigrature in the signature pad or with file after signature on the
eir copies, the pad will be passed on to diarist for issue.

(b} The diarist will -

(il Remove the draft from tha filz;

(i} Make a suitable entry in the 'lssue Reagister' maintained in the
Branch;

(i) Put the stamp of ‘lssued' and date of lssue in the office copy and
return file to Dealing Assistant along with the office copy.
(e} The Desaling Hand will :
(I} Docket the communication lssued;

i} Examine whether the communieation lzsued is final dispesal of

paper and if so, indicatz dats of final disposal In the Assistants'
CHary; and

(1) W a reply to the communication issued is to be awaited or further
action is 10 be resumed on tho file:
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{a) Mark the filz for being brought forward on that date.
(b) Make a note of it in the reaminder diary.

6.2 General instructions regarding typing :
(i) Motes should be typad! written on both side of the papor.
(i} Typing should normally be done in single space,

(iy  The number of epare copias of the Office Mamos/ Ordars etc. should
be reduced to the minimum Necassary.

(v} Mormally, office copies should not be typed again where the craft il
is quite legible and does not contain many correclions.

v No stencil will ordinarily ba cut unless mare than 16 copies of a paper
ara reguirad,

{vi})  The Typist will type his infials with date in the left Hand botiom comer
of the fair copy i.e. HCK/13-5-B0,

(vil) The Typist will maintain a record of the work done in the typist's Déary
(Appendix 7).
6.3 Despailch of Postal Communications -
{a} The Despatcher with the heip of Record Store will:

tf} Separate communications to be sant by post from those to ba
deliverad by hand far pracessing,

li] Ensure that all communications intended for tha same addrasses
drg placed in & single cover,

(i} Use economy slips for gll covers except;
(&) those with bulky contents:
(b} these intanded s despalch under repistared or Insured cover,

{iv) Paste telegram if typed on plain paper over the printed form of
lelegram and affix postage siamps of appropriate value.

(v) Affix postage stamps! frank the appropriate value on covers
Packets elc, after weightment.

(¥ Stamp the postal covers with a rubbar slamp bearing the names
and address of the office ete,

{wii) Raturn the communication to the Daspatchar.

N
A
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(b  Tha Despatchoer will thereafter,

(i} Enter tho details of the communication and the valus of stamp
allixed! franked thareon in the despatch registar (Appendix ).

{iil In the case of telegrams, the serial number azsigned to them in
the despatch register will be noted at a convenlent placa on the
lop receipt portion of the printed trelegram form to faciitate the
linking of the talegram recoipta to the relevan! entries in the
despatch register,

{il} Where the ragistered post excesds a daily averaga of 10, the

postai registration book can be used, so that all the registered

communications are entersd theraon and got stampad by the Post
2ifice.

(v} In case of registerad post (acknowledgement dus;, the number of
the communications should be written on “Acknowledgement Garnd

algo sg that, when received back ! can be sant o the Saction
Branch concerned,

(v} Receipts from the Post Office should be checked carefully by
despatcher so that they can be referred 1o in the event of nesd,

Despatch of non-postal communications:

(I} Mon Postal Communicaticns sheuld be sorted aut according o the
location of the addresses, eniered in the messenger book and handed
owar to messenger for delivering 1o the addresses,

(i) Urgent communications should be despatched promptly. The time of
despatch should invariably be noted in the peon book. The rocipiants
should similarly be required to indicate the time of thair raceipt.
Grdinary communications should be despatchad at least twice a day
at suitable ntorvals.

(i} After Ihe communications have been delivered, the despatcher will

varily that all the communications entered therein have been dily
acknowladged,

(v} It s the foremos! duty of the Despatcher to ses that all the
communications received are despalched on the same day.

atamps Account Register:

{g) The despatcher will maintan an account of the postage stamps n the
form given In Appandix 8.

-
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(b} The suparviser concerned will check the entries made in the registar
every day and append his signatures n token of his having done so,

He will also conduct surprise test checks of envelopes ready for
despalch by post to make sure;

{i} thal they hava besn propedy weighed, |f reguired, and the amount
of postage to be affixed has been correctly caltulated.

(i) that the value of stamps affied tharson tallies with that shown in
th despatch ragister; and

(iii) that the required value has been secured by using tha minimum
numbar of stamps of appropriate higher denaminations,

(vl The Branch Officer in-charge of C.R.& | Section will also inspiect
the register once a month and verity that the value of StAmps in
hand talfies with that shown in tha ragister,

Reference Lists — To faciltate quick despatch of paper. the CR. & | Section
will maintain the following fists and directions:

() Residential addresses and telephone number of Officers and Stalf of
the Offica,

(i} Addresses of mamberz of the Standing Commities, ESI Corporation,
Madical Benefit Councii Regional boards and Local Committes.

(iliy Name telephone rumber and address of officer responsiie for receipt
of dak after office hours,

(v} Hesidential address and telaphione numbers of officers of othar
Cepartmants who are to be contacted frequently viz. Officers of the
ministry of Labour etc. In the case of the Haadguarters and Staile
Governmant Officers in tha case of Regional Offices.

(vl Postal address and telephone number of Headquarters Office, Regional
Gifice, Local Offices, ES| Hospitals and Dispensaries and concemed
officas.

Ivi) Telegraphic addresses of other outstation offices frequently addressed.

(wii} Schedule of Postal rates.

[Ea]
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CHAPTER VII
MAINTENANCE OF FILES

What is & file — A file |5 a systemised collection of papers inciuding
comrespondence exchanged betwesn different authorities on & particular
gitbject. A proper filing syslem is thus a sine gua non for guck identification,
sorting, storage and refrioval of papeors.

When 10 open a new file — When 1o open and how to open a new file is,
therefore, an important matter. As a general rule, a8 new file is 10 be opansd
on every subject. Sometimes a subject may have a number of side issues.
Whether a new file should be openad on sach side igsue is 8 matter of
discretion mostly by the Dealing Hand or by the Seclion Officer’ Office
Superiniendent’ Head Clerk. The criteron should be that | a live. issue is
to develop Intoa major guestion In the coursa of Ume, then a new file
should e opened for its. However, no hard -and fast rule can ba laid down
for this purpose. Carg should, howevar, be exarcised that IF different files are
1o be opened in connaction wilh side lssues, tha Dealing Hand should link
those files properly so that while reviewing or laking decision on a policy
guestion, different aspects or side lssues are not lost saht of,

Instances where liles need not be openad — MNormally, no new filas will
bo opanad for dealing with raceipis of a purely routing nature (8.9, requesis
for supply of unclassifled factual infarmation, natices to halidays,
miscellanacus clreulars) which —
{I) can be disposed of straightway by noting the raply on the source
recaipts and refurning them to the originator; or
(i) are unlkely to generste further cormespondence and therstore can be

placed in a8 miscellaneous file to be destroyed at the end.cf the wear,
or placed i the folder of circular efc. on-the subject.

Filing System —

{a) The Corporation follows the lunctional systam. In this the range and
dimensions of the subject falling under the scope of business allocated
1o & Branch/ Section are analysed in the following sequence —

(/) The main functions;
(i) Thaé activities In aach of thass functions;
(i} The aspects or operations volked n each of these activities, and

Loe ]

(5]
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(i) Tha factors to be laken Inlo consideration relating to each of
these aspects or oparations.

(b) The scope of business ol an organisation is thus analysed undar four
hierarchical divisions and accordingly the following standard ligts of
haadings Are preparad;

{ii Functional heads which may be called basic heads;

(i Activity heads which may ba caled ‘primary hsads' as related 1o
aach functional head.

(it} Aspeci or cperation heads which may be called ‘secondary heads'
as related to activity heads, and

() Factor heads which may be called “tertiary head' as related o
g5pact or operation haads,

The detailed inslructions on the subject are contained In Headguariers
Memo no.4/7/69-0&M dated 26-8-1974 applicable to Headquarters,
Hegional Ofice ete. and Memo NO.G.17/13/76-08M dated 16-8-1978
for Local Othcers, which should be handy in all Sections! Branches.

File title — Individual file titles should be given on the file at appropriate
space In tha middle, which should express the subject deait within the file
claarly.

File to be opened year-wise - Files should generally be opened in every
calendar year. Omnibus files cutting across may years should not be
maintained, ,

Flle Register = A racord of files opened during a calendar year will be kept
in a file register {Appendix 10) to be maintained by the diarist. A list of
approved standard heads along with the serial number idantifying them
should be pasted at the opening pages of the register. The pages allotted
to the standard heads in the registers should alsc be indicated apainst
each.

Part Fila -

(i} W the main filz on a subject is not lkely to be available for sometime
and It Is necessary to process a fresh receipt or a note withou
waiting for its relurn, a part, file may be opened to deal with & & part
il will narmally consist of receipt of note dealt with anrd notes relating

therelo,
| 4l |
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(Hy Whare two or more files are opened, ench wil be identified by =
distinct number s.g. Part Filo |, Part File || and so on. A part file will
be amalgamated with maln files as scen as possible and duplicate
papars if any, will be remaovad.

Movement of files and other papers -

i Movament of files will be entered by the diarist In a register known
as lle movement register (Appendix 11}, In the movement register
generally one page may be kept apart for four file numbers to indicate
the movement o those files.

[l) Mavemant of files received from ather Saction/ Branches and other
receipls which have not been brought on 10 a file in the receiving
Section’ Branch, will be notad In the ‘Remarks' column of the Section
Diary.

(i  Movement of files passed by oificers’ will be noted by their personal
staft in the movement diary (Appendix 12).

{iv) The oulgoing and Incoming files will pass through the diarlst far proper
maimenance of the file movement register, which should be checked
at random by the supervisors onca a month.

Transfer, reconstruction and renumbering of files - Whenaver work 15
transferred from one Section’ Branch to another, the former will promptly
transfar all the related records, including files, both currant and closed, o
the latter, with due record being maintained by both Sections’ Branches. The
Section/ Branch taking over the records will not divide, reclassify ar renumber
the clozed filas transterred to it. In the case of current flies, the endeavour
should be close to them at the earllest possible stage and to open new files
accarding to the Scheme of classification of the Section/ Branch for dealing
with the maltter furthar,

Veeding out of Files =

(i} It has to be ensured that fles and other records are rat prematurely
destroyed or kept lor longer periods than necessary. For this purpose
thara should be periodical program for review of old record, The
weaded out papers are to be collected from Sections/ Branches
prefarably by tha Genaral branch for destruction in accordance with the
prascribed procedure (GFR Appendix = 13 para 4 raters) or for
kaaping In record room,
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(i)  The Branch Officers! Supervisors while conducting inspection of the
Branches should pay particular attention to this aspect and at the
samae time should also record their findings regarding progress of
weeding oul work in thelr inspection reports,
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CHAPTER Vil
INDEXING, RECORDING, DEPOSIT AND WITHDRAWAL OF FILES

8.1 Purpose - Official records  being public records, have a speclal significance
of their own. The filas that are maintained are repositories of administrativa
processes ivolved in reaching & decision on-a particular problem. These
also serva as a memory of the organisation.

Froper attention is, therefore, essential to ensure that the recards that are
recessary to be retained are duly cared for and those that have outlived
their utility are promplly destrayed rendering retdeval of the retained recaords
easier and relieving unnecessary pressure on slorage space. The purposes
for which a proper record management is necessary are :—
(Il To spead up the iocation of and reference to record as a means of
speeding up disposal of business;
(i) To reduce the cost of creating, using, maintaining, retaining, preserving,
protecting and eliminating rocords;
(i) To create no more records Ihan are necessary for edministration; and

(v} To ratain anly the necessary active records.

Uncontrolled and indiscriminate creation of records lsads to corresponding
problems of mantanance, retention and protection. It is for this purpose tha
eontinuous review of aclive records will have 1o be done to ensure that tha
rate of accumulation is controlled. Care should also be taken to ensure tha
paper requiring retention on the basis of the nature of impartance are
separated at the time of recording and thal unnecessary, unimportart and
irralevant papers are weedad out.

Thus, the main ingredients of sound systems of record management are —
(i} Following a uniform system for indexing, recording etc.
(i) Prescribing the penod ot preservation ¢of records.
{il) Regular weeding oul
(v} If necessary, creation of Central Record Room,
n2 What is Indexing - Indexing is the part of clagsifying the records that are

lo be kept subject-wise. It i3 a means o locale particuiar file from a large
number of flles that must be kept In the Record Aoom or Branch etc, of

an office.
(]
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Stage of Indexing - Filng will ba (ndexed as soon as they are opened.
However, files of a puraly sphemeral nalure, which are 10 be destroyed after
a yaar without normally recording them will not be indexed. Detailed
Instructions of the Headguarters on indexing weeding ete. vice memo MNo.4/
TIES-0&M dated 2B-7-1971 {kr Hgrs.) and Memo Noc.DV31/1476-0&M dated
5-1-1878 (tor R.Ds. and [MM)D) should be referred to al the time of
recording the files

Precedent Book — Every Sectlen/Branch will maintain a precedent book In
the preccribed form (Appendix 13) for keeping note of important rulings and
decigions having precedent valua of ready reference. Entries In this record
will be made at the earliest opportunity and in any cass at the state of
recarding the file.

Record Retention Schedule — To ensure thal the files! records are naither
pramaturely destroyed nor kept for pericds longer than necassary, it 18
necessary 1o obsarve the instructions on the subject. For this purpose the
'Hand Book' on Hacord Rstention Schedule compiled by the M.5.U. of
Headguariers, ciroulated wide letter No. D-31711/1/2000-MSU dated 24-1-2001,
for house keeping and substantive functions should be avallable for ready
raferenca,

Destruction of old records - The following procedure may generally be
followed regarding destructon of old records —

Type ol Records
(i} Records including correspondence
iy » Secret! Confidential Papers

Manner of Destruction
By Fire.

By fire by the Section’ Branch
concerned in accordance with
the departmerntal security
irsfructions.

(il Leoosa papers/Cyclostyled Copies/
Printed material

fv] Obsolete files

To be sold as wastepaper

By fire in case thess cannot ba
Ligd
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CHAPTER IX
SECURITY OF OFFICIAL INFORMATION AND DOCUMENTS

Unauthorised communication of official infarmation —

Unless autharised by general or specific orders, no official will communicate
to another official or non-officlal, any information or daocumen! which has
come nto his possession In the course of his official duties,

Treatment of classified papers — The provisions contained in this Manual
apaly primarily o unclassified papers. In handiing classifieg papers, the
officlal concerned will have to exercise special care and follow the provision
of '‘Departmental Sacurlty’ instructions issusd by the Headquarters. The
classified papers should, ss far as possible, be handled sither by officer
ihemselves or branches designated as “secrat” or “lop secrat™.

Confidential character of notes -

(1 The notes portion of a file refarred by an office to ancther will be
treatad as confidential and will not ba referred to any authority oulside
the offices of the Corporation without the general or specific consent
of the office or department to which the flle belongs.

{iif  Where the general consent has been obtained under Sub-para (1),
such consent will not be construed to apply to claseified files or ta file
sin which the officer to whom the file is proposed lo ba rofarrad ar
shown, is personally affected or in which his efficial conduct is under
cansideration.

Communication of information to the press -

(iy Ctficial information to the press and other media, e radio and
television, will normally be communicated after obtaining the approval
of tha Headguarters.

(i)  Only officars epecially authorizad in this behalf may give information
or be accessible to the represeniatives of the press,

{iit)  Whenever Il iz proposed to ralease official infsrmation to the press,
of 1o hold -a press conference or a press Brisfing, or to give publicity
to an official rapart efe. the office cencemed will get the piror approval
ol the Headguariers,
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CHAPTER X
CHECKS ON DELAYS

Purposa - Expeditous disposal of work should be the hallmark of office
efficiency. Delays thal take place can be awoided with a litke more care and
sanse of devolon lo duty at every level. A number of devices hava been
prescribed 10 gauge the cause and the extent of dalay and also adopt
suiable measures to avoid these delays. One such device is the submission
at arrears statements,

Types of arrear statement - The following arrears statement are to be
drawn and submitled separately in all the Regional Offices (including

Regional Accounts Branches) and by al Branches at Headouartars to watch
final disposal of receipls! cases -

(i} Weekly arear statement for the information of Section Officers! Office
superintendent/Head Clerk in the form at Appendix 14, The indwvidual
weekly statement will be consolidated in the form at Appendix 15 by
the diarist and will be submitted to the Section Officer Office
Superintencant! Head Clerk on the merning of the fiest worsing day
of the following waek. The individual statements of each dealing hand
will be made over to the dealing hands concerned for taking
necessary action on the remarks, if any, of the Seclion Officer! Office
Supsrintendent/ Head Glerk and for using the form for preparing the
arredr statement for the following week.

(i) Monthly reports indicating detailz of receipt/ cases pending final
disposal over gne menth for information of the Branch Officer
(Appendix 18),

til} - Monthly reports indicating the details of racaipts/ cases panding for
final disposal for over three months for informatian of the Divisional
Head/ Hegional Director (Appendix 18).

iv)  Monthly reports indicating detalis of receipts/ cases pending for final
disposal over six months for infarmation of the Director General
|Appendix 17).

Manner of preparation of Monthly Reports - \While praparing monthly

raports detailod ol sub-paragraphs 2-4 above. the following points will be
Kepl in view =

70 ]
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{ll The statemants are prepared in chronological order for sach calandar
menth.

(i) The date of final disposal of receipls/ cases to be recorded in the
diary maintained by each Dealing Assistant,

{if) A footnote is recorded regarding the position of receipts’ cases
disposed of during the pericd from first of the following morth to the
date of submission of repart.

(w) The report at Sl No.2 and 3 in paragraph 10.2 sbove.may be put up
by the 10" of the following month.

{v} The report at Sl Modd) ibid may be put up by the 158" of the fallowing
manth in the case of Headguarters Office. In the case of Ragional
Office It may be sen! In duplicate to the Insurance Commissioner so
as 1o reach him by 10™ of the month folowing the month to which this
report relates, duly signed by the Regional Director himself (Appendix
17)). As far as possible cases be classified under the head, {(a)
Insurance; (b} Medical; (¢) Administration and (d} Others.

{vi} In case separate instructions have been issued by Headguartars
Office, requiring submission ol arrear statements in a particular
proforma, thesa will be adhersd to by the Offices concamed.

Calendar of Returns - Each Seclion/ Branch/ Office is required 1o maintain
a calendar showing the due and actual dates of —

(I} The despatch of returrs due form the Bection/ Branchi Office.
i} The receipt of returns due from other Sections! Branches/ Offices.

The calendar of returns should be submitted for review ol Section
Officar/ Office Suparintendent! Head Clerk’ Local Office Manager every
Monday. The result of his scruting and his instructions should bea
recorded in writing on blank nota shests, which showld be appended
to and bound with the Calendar of Retums for this purposa.

Responsibilitly for expeditious disposal of werk - The primary
rasponsibility for expeditious disposal of work and timely submission of arrear
and disposal statements resta with the Section Officer’ Cffice Superintendent
Head Clerk, To this end, he will inspect the Section Diary and the Assistants'
Liaries ei¢. to ensure thal no paper or file has been overcoked and that
no recelpl or case actually pending with the Dealing Hand has been
excluded from the relevant arrear stalament. The Branch Officer also will

o
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keep & close watch on the progress of wordk in Ihe Sectlonsd Branches under
hig control,

Arrear reports fo be submitied by the Branch Officers to the Regicnal
Directors — The Regicnal Director should cbtaln the following reporis from
their Branch Officars every manth —

1, W& g e #
miEF T Rete |
G L | R AR | G s
3,  uw ra-adi-e & sty fifow
. Wy e |
4, HEEre g (et e & gl o fd
5. Pt % weg # worr Sai—
R i 1T o e L

fiiy e & qrEE

(i) aniaersm e & ww

T

artm wre o 15 Srha

e HE o 20 Aante
et s w20 A

et e ot 20 i

WEIE T8 w20 anE
Wetlis ire o 20 AnTe
WeljE HiE 1 20 aeg

3. No. Mature of Reporis Date of Submission

1, Monthly arrears reports in respacl 15" of every menth
of each Section/ Branch

2 Coverage of newly reported factories 20% of every month

3 Beport on legal action Under Section 20" of every month
73-0/45(8)

4. Report on review ol Reglster prascribed 20" ol every month
by Hgrs. Oflice

5. Arrear Position in regard lo -

[ Medical Board Casas

[iiy Commutation Cases
{iii} Dependant Benefil Cases

20" of evary manth

20" of every month
20" of every month

(7 feard weee s wl iR -t 106 # afvafeg Rl s el gro Pt Ha
M0 ¥ g &) |nef—
(i) it Twen fdid aega son - gefta P o o gffeer e ol &
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m

Manner of Submisslon of reporis — The reporls Indicated In para 10.6 will
ke submitted by the Branch OCfficars In the manner detailed balow -

(i} Submission of monthly arrear report — The Regional Director should
gnsure thal arear raports are correctly drawn by he Branches and
regularly submitted 1o the Branch Offices. In this report, the number
of cases pending for final disposal with briaf reasons in caich words
should also be indicated invariably. This report should be checked by
the Offica Superitendant/ Head Clerk with reference to Branch Diary
before he appends his signature to the armear reparts. While submilting
the monthly amear repart the Branch Officer should algo highlight such
points as deserve special altention. He should also call for tha
racelpts, which are pending, ga thraugh them and render guidance 1o
Ihe Supervisor Dealing Hand in the disposal of those receipts,

(il Report on coverage of newly reported factories — A report should
be drawn avery month indicating theraln the number of cases pending
declsion s antersd In - reglstars with month-wise break up and also
brial reasons in calch words
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Report an legal setlon Under Section 73-DM5(b) - In arder to see
thal thers s no delay in claiming dues through the Racevery OHicer,
the Regional Director should obtain a raport from the Branch OHicers
concerned which should indicale the number of cases in which action
was taken., The Branch OHicer should invariably indicate the
cilcumstances under which he legal action on due datas coukl not be
taken if there are any such cases

Repori on review of register as prescribed by the Headguarters
Office — Headguarters Office have taid down a particular method! fieed
perocentage for the review/ checking of eniries in varlous important
registens by the Supervisors! Branch Officers should be obtainad evary
manth wherein the Branch Officers should cortify that all the important
Registers! Ledgers have been reviewsd by them during the month in
accordance with tha procedure laid down by the Headguarters Office.
In this regard the Regional Diractor may, at his discretion, test chack
any of the Register’ Ledger and indicate therein his findings.

Arrear position In respect of Medical Boards, Commuiation and
Dependant Benelit Cases — The Regional Director should obtain
avery month arrear reporl in respect clgMedical Board Cases.
Commutation Cases and Depandanl Benefil cases from the Branch
Cfficers concerned indicaling therein the number of ceses pﬂl‘i[:lil‘l-g al
the beginning of the month, number of cases received during the
monlh, number of cases decided during the maonth, number of cases
pending &t the end for the month with maonth-wise break up of
pencing cases.
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CHAPTER XI
INSPECTION

Efficiency of an organisafion depends on the day-to-day working and effective
supaervision 1o sea that the cases ara dealt with expediliously and efficizntly
keeping in view the law, regulations and inetructions on the subject issued
from time to fime. This can be achleved through regular, detasiled and
objective inspections of the work In different Sections, Branches and Offices.

Objact of Inspection - The main object of inspection is 1o tana up the
adminigtration and te have a gualitative assessment of the work of the
Branch Officer/ Section Officer’ Dffice Superintendent! Head Clerk and to see
how far they are eifective in their supervision and in the efficient working
of their branches.

Manner and periodicity of Inspection — Inspection of Seclions’ Branches
and Offices of the Corporation will be conducted In the manner and at
imervals as laid down in the various Instrucllons issued Ly the Headquariers
Office from tme 1o tims.

Headguariers Inspection Team — With a view to exercise eflectiva control
aver the working of the various offices of the Corporation, an Inspection
Team al Headquartars has been sel up which conducts inspections on
behalt of the Director Gereral. The cbject is to take stock of the working
ol the Branches/ Offices and to give guidance wherevar necessary as o
how best the efficiency can be improved, The inspection team will particularly
look into the adequacy of stalf, equable distribution of work and other
practicable difficultias which may be faced, in day-to-day working of the
Branch/ Office. It will alsa be in its duly to see whether all the prescribed
rogistars ara being properly maintained and insiructions issusd from
Headguarters are properly understood and cbsarved.

Inspection of Headquarters — The various Branches in the Headquarters
will ba inspectad by the Inspection Team.

Ingpaction of Branches in Regional Offices ste. —

(i} The Branches should be inspecied twice in a year, Once inspsclion
will be carried oul by the Branch Officer and the other by any other
senior officer daputed by the Hegiomal Director and report will be
submitted 10 the Reglonal Director
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The Hegienal Dimclor will review the inspection reports af Inspecting
Oflicer and (n casa he finds any deficiency in the working of any
Branch, he will himsell carry out a cetailed inspection of that particudar
Hranzh.

In addition to the above. the Regional Cirector should carry oul a
sample check of tha Branches where the working has been reporied
to be generally sstisfactary o satisfy himsalf on that score The
intenfian i that the Regional Director should satisfy himself about the
working of the Branches eithar by carrving out a detzsiled inspaction
of by a sample check of the Branches ab least once in a vear

At thiz time of the visit of the Direcior General or Divisional Head to
the Regional Office, the Regional Director should keap with him in a
folder copies of mspection rote to anable the wisiling officar to chack
whather the Inspaction have been dons and also o judgs the quality
of tha Inspection &0 conductad,

1.7 Inspection and Test Inspection of Factories -

il

(if)

The Regional Directors are required to 3ee that the relevant records
ol Fectories and Inspection Offices are Inspacted’ tast inspected as
per [nstructions Issued by the Hgre. Office from time to time, For this
purposa, the RBegional Director may distribute the work of fest
inspection among other officers at the Aegional Headguarters wha may
combine it with the inspaction of the Local OHices.

it is necessary that the resulls of test inspection should be briefly
recorded in a register in which the quality of the work done by
Insurance Inspector is briefly noted, Thare may even be cases where
on test inspaction 1 B found thal he Insurance Inspector had lalled
10 detect shorticomings and short calcuation of ESI dues. Such cases
will be of & serious nature and the entries in the register will ensure
thal adeguate nofice ol such enfries is taken al the bme of writing the
Confidential Raports of the Insumance Inspactors. Tha antrias in the
registar wlll also enable the KRegional Director to deal with
representations against adverse remarks. The register has 1o be
treated as "Confidential® and kept by the Regional Director or the
Deputy Assislan! Direcler in his personal custody,

1.8 Inspection of Local Ollices -

{i}

Tha Local Offices situated at Regional Headguarters and outside wil
be inspectad as per the instructions issued by the Headguarters in the
mattar,
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(iy It may, howaver, be ensured that thorough mspection of each Local
Office s conducted by the Regional Director himseli, once in a year
(excepl as otherwlse specifiad),

{il)  The purpose ol inspection of tha Local Offices ia to see that the
affairs of the Local Offices are managed in such a way as fo achieve
the objective for which the Local Office is set up. Prompiness in
registration work ‘and saftliemeant of claims in respect of varous benefits
should be specifically looked in 1o, Some payment dockets may be
sgrutinized to find oul the time invelvad In the payment of each claim
with reference fo the date of submission of certificate. In case of delay,
the reasons shouid be specifically ascertained.

(iv) Sumable remarks regarding building, cleanliiness, seating arrangaments,
surfoundings, storage of records mamienance ol records, weeding oul
worke efc. should also find place In the report of the Inspecting Officer

(v} Charts and graphs giving all the relevant information about the working
of the Local Cffice should be properly displayed in the Local Office.
They should be completed and up lo date and should gwe all tha
basic data of a Local Office at a glance. The Local Office Manager
should be able o explain to the visiting Officer the working of the
Local Cflice with the help of these charts and graphs.

It is ingumbent on everyene in the Offices of the Corparation whether
dealng with the public or othenvise to ba particularly vigilant and (o carefully
scrlinise the papers placed batore therm. They shoud not automatically sign
all the papers, which arg put up belore them.
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CHAPTER Xl
MISCELLANEOUS

Department Instructions - This manual lays down the essental procedures
for efficient paper works management, |.e, precessing, handling and control
of official papers in the offices of the Corporation. To provide for sulticlant
flaxibility, the manual sugopests the issue of deparimental instructions, which
could supplement or vary, within broad limits the prescribed procedures to
sull special conditions and reguirermant, Some of the varicus prowsions of
the manual which visualise issue of departmental Instructions are listed
balow =

{it Designation of an officer 1o receive dak outside office hours.
(i} Categaries of receipts, which should be entered in the dak register,

(i} Typas of receipts, which should be seen by higher officers befote they
Are processad.

(iv] Booking of telephans trunk calle {or STD calls) trom telaphone
provided in offices and resldences.

(v} Departmantal Record Hetention Schedule prescribing retention periods
for different calagories of records connectad wilh housekeeping
substantive functions.

{vi} Progedure for raview and weeding outl of recaords.

(wily Manne: and periodicity of inspections of various offices Branches/
Sections and Test Inspactions.

(vily Levels to which the inspection reports and compliance reports chould
be submitted.

(i) Categornes of record 1o be treated as of historical importance.

(x) Dffice timings: punctually of attendance causal leave; holidays:
intectious diseases and quaraniine leave; compansalory leave and
lidiness of oftoe room et

L8]
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Appendix 1
{Para 2.6)

ACTIVITY LIST OF VARIOUS DIVISIONS IN HEADQUARTERS

The main items of work being dealt by various Divisions In Hgrs are as
under —

1. Accounts Division

(@} Finance & Accounts Branch- : Accounting procedure and instructians:
Consgolidation of monthly accounts of the Corporation; Preparation of
Annual Accounts of the Corporation; Financial concurrence of Insurance
matters connected with ESI Schamea: Monthly Progress Raport of Regional
Accounts Branches: Co-ocrdination work between branches of Accounts
Division in the Headguarters Offiea; Check of recoveries falling due from
Siata Government, Undar Sachon S8(2).

{b) Finance & Accounis Branch-l : Banking Arrangement, Investment of
furds, Maintenance of reserve fund accounts and investment accounts,
collection and transfer of funds; Consolidation of Bank Heconciliation
Statement of Account No. 1 and 2 of Regional Office. Revision of daily/
Manthly withdrawsl limits of Local Dffices; Walching of interes! on
Carporation’s investment In Banks/other institutione/Special Deposit
Accounts; Correspendance of banking arrangement with banks/ units;
Aamittance of NACO funds as advised by the Medical Division and its
correspondence with bank.

(¢} Finance & Accounts Branch-if] ; Pension papsrs of Officers of Hgrs
Pre-audit of pay bills, LTC and TA bills, and iseue of chague; Issue of
PICs, Maintenance o Gash Book Account Ne. |l and its reconciliation;
Sarvice cards of Officers; Grant of various advances, Pay fixaticn; Leave,
Salary and Pansion Contribution. Preparation of monthly accounts and
mairtenance of Account No-l; Praparation of Broad Sheel of HBA/Car,
Scooter and Cycle Advances; Clarification on service maltters refered by
Establishment Branches.

(dl Finance & Accounts Branch-fV : Pre-audit of Pension/Family Pension
cases on account of Ratirement o Death; Revision of Pension Cases/
Concurrance for transfer of pensionary benefits for the purpose of past

sErvico
(m]
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Finance & Accounts Branch-V : Scrutiny ol proposals relating to medical
arrangemeonts connected with the scheme, including 'On Account
Payments” paymenis to State Governments and their adjustment; Scrutiny
of proposals relating to supphes and sarvices, Hiring of accommodation
ete, initiated by the Genersl Branch in Headguarters Office; Staff
proposals of Headguarters Office; DIMJD and other hospitals run by the
ESI Cerporation, Regional and Local Oftice; Delegation of Powers of
Oifficers of the Ceorporation; Printing and supply of Receipt, Manual of
Audit and Accounts and Service Cards: Pevolving funds for superspeciality
treatment 1o IPs; Rate Contract of Drugs: Permanent Advance of Officars.

Finance & Accounts Branch-V1 @ Consoiidated Annual Audil Reports ol
Imermal Audit on the accourts of the Caorporation; External audivinspaciion
Reports of Regional Offices: Internal Audit Procedures; All cases of
sarious imegularities, embazzlements, frauds, detaleation etc; shortage/
awcess in cash balances: Inspaction Reports of Financial Commissioner
Director {Finance) / Jt. Dirsctor (Finance). Inspection Raports of Dhrectar
Genaral's Inspaction Cell; Hall-yaarly inspection reports of Hegional
Accounts Branches: consclidates Annual Internal Audit Parties; Staff
proposals of Regional Accounts Branches and Internal Audit Parfies; Tour
Programmies of Internal and Audit Parties.

Einance & Accounts Branch-Vii ; Matters connécted with the Budpet of
the ESl Corporation/Standing Commiittes Convening of Budgat and
Accounts Sub-Commitles Mestings: Preparation of Budgst estimatas af
Gorporation: Performance Budgst of Ministry ol Labour; Soruting of
quartetly stalemants of Income & Expenditure sanl by Ji. Dirsctor (Fin)/
Dy. Director (Fin.}; Control of expenditure of Gash Beneflits and
administration and watch cver of receipts ol contributions; Compiiation of
material of Sfandard Note on the ESI Scheme in raspect of Accounis
Division; Pre-appropriaicn/appropriation of funds and Actuarial evaluation:
Financial concurrence relating 1o conslruction projects; Scrutiny of
calculation of depreciation in respect of capital works; Serutiny of
calculation of the rent chargeable pn all the builldings; Preparation of
material for Annual Report and critical review on Income & expenditure;
Passing of suspense slp of Capital nature; Processing of proposal of Rls
for release ol funds in respect of Special Aepair, Annual Repair &
Malntenance and Capltal Works, Adjustment of advances of Capital
Account and creation ol Assets; Hewew ol Balances showing assels and
advances and reconcilintion with the Balance Sheel

L3
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Finance & Accounts Branch-VIll ; Allocation of GPF Account Nos,
Printing of GPF Accounts of ledger o Broad Sheets; Reconciliation
Statement of GPF; Final Paymenl of GPF, Preparation of Annual GPF
Statemant; Deposit Linked Insurance Scheme cases.

) Insurance Division

fa)

i)

fei

(e

Insurance Branch-l : Processing of complaints and VIP rafarences,
Monitcring of disablement, death and QD cases; Sarction of tma bared
claims of 1Ps; Vocational rehabiliation schemes and correspondences with
Mational Safety Council; Relaxation Regulation 73 & 74 Legal maters;
Grant of exemption ard issus of notifications.

Insurance Branch-ll : Lax cerfification and statemants of high incldance,
Policy of Sickness Benefit, Extended Benefil. Malernity Benshl, Funaral
Expanses and Enhancod Sickness Benefit Disposal of AE. cases under
Hegulation; Registation procedure and policy; Policy ragamding Heg. 103-
A Central evar the functioning of Local Offices and inspection theraof;
Meetings & Tour Programma of Reglonal Directors; Walver of excess
paymants; Recovery under Section S8{2] and action under Section G,
Policy on Loss of Wages/Conveyance Alowance, Constitution of EL Gourty
MAT/Medical Board'Special Madical Board/Parspatic Medica! BoardZonal
Medical Board; Enhancemant in the rates of PD.B/D.B.; Intarnal and
Extarmal Audit,

Insurance Branch-M : Pobcy matters gonnactad with the contributions,
interasat, levy ot damages; Scrutiny/Monitoring of the perfoermance of
Revenua Branch Officers; Policy of Delegation of Powers ralating 1o waiver
of Irecoverable dues and waiverreduction of damages in respect of BIFR
cases; Policy/instruction on BIFRVAAIFH cases; Pencdical review of arrears;
Allending to the representaticns regarding levy of damages and charging
al interest ete.; Refund of Contribution/Interest/Damages; Hislory Sheets
with refergance to arrears ol Rs. 10 lakh and above; Monitoring the
parformance of ROs/SHOs on the review of employers’ file,

Insurance Branch-(V : Examination al Migh Court Judgements agalnst the
Corporation for fling SLE In the Supremea Court, Glreulaton of Important
Supreme Court judgemants and Poliey matlers relaling o legal work in
respect of revenue mallers; Monitoring of progress in Prosecution under
Saction 85 of ES| Act and under Section 406/403 of |.P.C; Policy matters
relating to Test inspectien, Inspection and survay of factories/
oulablishmants; (ntarpratation ol Section 1(8), 1(8), 2(8), 2012}, 2(13),
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2{17), 2(16-A), 2(22) and 83-A of ESI Act: Aftending 1o the complaints
racalved from the Employers’, Employers' Associations, Tratle Unions,
Reglonal Officers/Sub-Regional Officers and VIPs on covarage. Final date
of coverage; Perodical review of Progacutlon cages, E.l. Court Casas,
High Court Cases, Inspection, Allotment of code Ma. and coverage;
Replies 1o the quaries raised In the Standing Committee/Corporabon
meetings and parliament gueslions CcOncerning revenus mallers elc.

Revenue Recovery Cell :Menitoring Recovery in the Regions; lssues
instructions/directions ta Recovery Officers; Arranges Training Programimes
in Revenue and Recovery al various centres of Mational Academy af
Direct Taxes: Arranges meetings of Recovery Officers in the Hagions;
makes proposal for appointment; Frames gensral policy/rules and fixes
target of recovery for Recovery Officers.

Planning & Development Section : Formulates stratagies and plans for
implementation ol 3cheme 1o new araas and secter; Scrutinise and
process proposals for amendment of E3l Act, Central Rules and General
Requlations; Coordinates Parliament Questions/Parliamentary commitises
(Standing Committee/Consuitative Committes), various sub-committees of
the ES| Corporation on Insurance malters-Task Force eic. Preparation of
Raports/Papers/ILO conventions; Deputation ot otfizers for participation in
ISSA mestings etc.; Labour Ministers” Conferences efe.

3 Medical Division

(4

Medical Branch-l : Policy matters relating te Medical facilibes; Basgrnanting
existing medical arrangements and setting up of new faciliiies and
commissioning of hosplals and digpensaries, Monitoring of Family Wetare
activities; HIV/AIDS Project;, Taking over the Scheme under ESIC, ODG/
Waste Management elc,, Agresment with State Governmenis, Medical
arrangements in new implemented areas; Cailing ol Medical Care; Liaesdn
with Governmenl/Non-Government arganisations (Medical matters);
Formulation of Actioh Plans: Holding of meetings of MBG, Directors’,
RDMCs. GPSC, Special Medical Board etc.; Preparation of Agenda itsms
and Memorandum for Standing Commilles and ESIC meetings; Technical
advice on construction of dispensaries and hospitals buiidings; Updating
of manuals, norms and other documents: Peview of Delegation of Powsrs,
Inguction, orentation and hospital management trainings:, Parmission for
Tralning Schools tor Nursas and Medical Colleges for utiisation of clinical
iacllities, Permisslon for honararium to MRe/Speciallst Dectors and




ufio fl‘h'u

()

I

T —

o)

AT Al T e
"I."-".";.‘-:'. :

g Pl angenfed ot ald e @ e ol o0, e ggh, il o
Frens et wa P grer 9 vl sl & o 0 e, Bfs e

forfewy wrear-2 (& & @) it At & wrEm e W Sert @ adEm i s g
it ff, Rt o o 30l B g wemr Wy e o 98 uaTH] (2
T ) W S e T EREN © Hai faiee gfgfo F aee @ oaae
HTrer e W B miE w2 o e e e wer o detn afte R
ol sl e e, bl Roemn gRegyrsama) af& 8 Foa & s ge 9 a9d
wrvart #t frae, fifie wfafra & Boet & e, & ol st earer ®
et wef) v, e o e ot @ Friem fed v wniEn e o
o1 el steranferes Pt a8 Rt o geem o gt s 1
i ET ) AR e ueA aar dieeta afthm; s wwend @ auaene o
ety o fefimeer oftvgfs o walim apmwr, el aemre & wrrmn; s demt
Weest & o] o f-1 A 1A

fevrn Fitdenem: ) (et Tl o @ gomriats; s R
gage % amde B werea fefeem gl % e, 9 ogqitem wwfa sen am
ST At A, e, fefvei ve ve e, fafen we & fm o o
TR T8 ) Cul T i O P o G B OG5 B e e A W | cH e
afdter arafey anfy, sl memo R wrdsend o o gu i aa, Bl
R e o S B e G e b W T A e e R T M R T
sifivardl w1 wiveaT 4 s o it PR sl o wReal @ e
Pt afengfl & s, et afre somr o A Zeen @ dein R STt st
mfl-me i o o, F 0 araEtm 1048 oo 50% ¥ e Rifkem
fvigdan i AfiRd e wReTel O W aneT BT W e R He ® v s &
W TR |

v sttt g A sty e dae ey g aen, sl
o spperlEea W wdte TR R S R wiE, s e Frasm,
bl argiineaien & R denow wrdad witn ¥ n @ P wy-dtae s wek
1 W tr-'raqa;w:fmru, [ frean slane e afmfaal our Sueadl ofl ol Wi el
A wree aen ae-w T # oAane Rl s atma wle aEd Bt o gy
s of# e oa aw arth ) aral st wen sl sil-Rfiee ofvat & oo,

Lt}

fin}

fe)

(i}

e
" ( #F: j Maieal of Qe Oifee Procodun
—_ h‘ H I'I - — ! .

Capitation fes to IMPs; Conespondence on Penal System, QDCs and
directly administerad hospitals, Legal matters.

Medical Branch-fl (A&B): Advance and Final ‘On Account Payment' 10
all State Governmants. Revolving  Fund; Preparation of Budget estimates
in Medical Reimbursament casos in respect of Slata Govts, other than
Delhl and Hespital (ODCs) being run by ESIC; Caloulations of par capital
expenditure; Preparation of annual report malerial of Medical Division; ATH
on minutes of MBC/SC/Corporation; Implementation of reports of varlous
Committees: Complaints regarding tunctioning of ESIC Hospilals/
Dispensaries; Tour programmes and foliow up on inspection repeorts of
ROMCs; Appointment and functioning of part-tima Medical Referees;
Monitorng of VIP referances; Parliamenl Questions and Parliamentary
Committees: Sanction of aquipmants 1o State Govis. & Medical
raimbureement cases: Functioning ol Model Hospitals, Relaxation of
Para-l in caze of ESBE,

Director (Medical) Cell: Creation/sanction of all posts (Medical & Non-
medical); Proposals relating to medical plans for augmantation of existing
medical arrangement, selling up of new faciities and commissioning of
hospital'dispensaries; Recruilment of Medical posts; Service matters like
C.Re; Regularization of pasts, DPCs. Promotions, Conformalions,
probation’s ete. of Madical staff; Policy matters relating to House keeping
functione: Mattars related to procassing of Budgel in respect of ESI
Schemea, DelhiMoida; Review of Delegation of Powers of Director [Medical)
Delhifedical Supernntsndent|nsurance Medical OHicer; Reimbursement of
medical charges beyond the powers of Director{Medical) Delhi; Sanction
of madical equipments and Ambulances etc. in respect of Delhi and Nolda
Schama; Correspondence with State Governments with regard [0 1axing
aver of medical facilifies in the States for direct administration by the ESIC
under saglion 549-A of the ES| Act, 1848,

Rate Contrac! Cell: Formulation and revision of ES| pharmacopoala/drug
lormulary, Gentralised ESIC Rate Centracts for drugs and dressings,
Quality control of drugs; Monitering of performance of pharmaceutcal finms
on ESIC Hate Contract including panel actlon against defaullers; Policy
matier pértaining to purchase procedura lor drugs, equipmenis and
medical stores including legal malters pertaining 1o Hate Contract Earnest
monay/Sacurity Deposits and refund in respect of tandaers for drug
pufahase; Parlament Cuestions and VIP references; Work relating to
eomputorieation of ESI Hespitals/Dispansares/Direciorate’s offices of ESI

(s ]
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Scheme; Work relaling o commissicning of ES| Hospitals thwough third

party participation.

HIV/AIDs Cell: Sefting up of 5TD clinics, 5TD labs, and VYCTOS;
Establiishmeni of Blood Bank, Blood storage facllities and Tis-up
arrangements for supply of sale bloed; Training of Madlieal anrd
paramedical staff, Organsation of |EC activitiss at dispensanes, hospitals
and factory premises, Intersectoral coordination with other organisabons
including Employar organisations and Trade Unions; Proper MIS to monitor
various activities al diferant levels, Coordination with SAGCS and NACO
at varicus levels (e, State and MNational).

ISAT: Progress reports of all Ayurvedic Units and Yoga Cenfres; Inventory
Conlrol of Ayurvadic medicines; Controle the intends of Ayurvedic
medicines issue fram Ayurvadic clinics; Surprise visils to  Ayurvedic Units/
Yoga Centres; 1I8M Units (i.e. Ayurveda, Siddha, Unani, Yoga Centers and
Homosopathy eic) urctioning In varous states including Delhi and hoida
along with panchkarma and kshar sutra clinles] examination Of proposals
recaived from warious State Govis. for satting up of [SM Units,

i, Actuarial Division

{al

(@)

Actuarfal Branch-!: Processing of MPR and fresh casas of PDSDE,;
Analysis of Income and expenditure; Basic data for Budget; Assessing
capitalisad valug for long-term bonefits; Calculation of exposed to rsk of
numbar of IPWs for varous banefits; Caleulations of State Govi. share
under Section 58(2); Compile data received from Labour Bureau,
Gomparing basic data for BE, RBE; Compilation and issue of stalistical
sbstract; Appendix on coverage, Cash Banefils, Paragraphs and critical
analysis in annual report; Financial implications In respact of New arsas
to be implemeanted.

Actugrial Branch-1I: Agsezemenl of number of amplovasz/IPs ate;
Compilation and issue of Statislical Brochure; Seruling of data recaived
in annual returns; Processing and enalysis of data pertaining to industry-
wise number of employers and empoyees; Processing of monthly relums
recaivad from Local offices; Issue of half-yearly review of High incidence
of SB and TDE; Processing of monthly retumn in the form of ESIC Med.
B, 6A & B Preparng appendices and paragraphs after critical analysis of
appandices and morbidity lor annual report; Processing and collection of
daty as por Valuer's roguiramant; Appointment of Valuer for statutory
v luation.
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Establishment Branch-fjA}: Sorvice mallars like appointment! posting/
transler/ promotion/ confirmation/ deputation in respect of Group ASB
Officers: AppalntmantPosting/Deputation etc. of Engineering Advisers/
Ex.Engineer/Assistant Enginears efc/Partime Legal Advisers; Sanction of
all kinds ol leave except Casual Leaves to all officers including SAG
alficers: Raview of cases under FR-56(j) and Ruie 48(7)(b) of CCS
Conduct{Pension) Rules and ratirmament ot suparannuationfvoluntary/
compulgory in respect of Group A&B and ¢ Oifficers except Medical
Officars: All werk relating o CCS (Corduct) Rules/EE /CRs / Probation /
Saniority list / DPC of above cificers and framing/Amendment of
Aecruitmant Aegulations for all cfficers including staff axcep! Medical and
Para-meadical staff; issue of Mo Due Certificates 10 afficers. postad 0 Hgrs.

Establishment Branch-IfB): Constitution of CentraliZonalRegional Boaros
and Sub-committees: Sanction of Grants; Formulation of policies relating
te Group Ineurarce Scheme and recognition of Unions! Federations!
Cifficars Association: Implementation of Instructions and verilications af
rosters regarding reservation of SC/STPhysically handicapped In
appointment and promotion; Formulaton and implementation of grievance
procedure for Corporation employees; Matter relating to Departmental
Cantean' Hecreation Club / Benevolent funds ( Compassionate lunds /
Cooperative Societies and Resident Welfare Associations; Appointrment of
dependants on compassionate grounds, Apgointmentpromodicn of PAS
Senlor PA., Junior/Senior Hindi Translalors(F As and Sr FAs, Intar
Raglonal transfer in case of Group C&D employeas: Industrial disputes
ane Court cases: lssue of No Opjection Cerlilicate for Passport and Wisit
to Forgign Countries; Grant of Spegial Casual Leava, Policy of advance
inerament of LDGs in typing.

Establishment Branch-IfA); Dealing with service malers relating 1o Group
‘C' & ‘D' of Hgrs, as under;-

Creation, Confinuation, Surrender of all posts; Preparation of Seniority list,
Disciplinary Action: Acceptance o Resignation; Deputation to various
Training Courses; ragulansation/senfirmationipramation; Completion of
probation; Draw of annual increment and processing of AGHs: Fixation o
Pay; Sanstion of Regular leave, Grant of TADALTC advance: Sanction of
Grant on / retiremant; Grant of Family Wellare Allawance; Change of
declaration of Homs Town, Datarminatien af Pension/Family Pansion!
DCAG, Accoptarce of resignation; Helding of DPG lor raview ol cases;
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Maintenanoa of Sarvica Books and encashment of lesve of stall at Hgrs.
Isaue of Imgeme Coertilicates; Grant of Fastival/Fans/Cycle advance;
Payment of GIS ai the time of refiremant/rasignation; Permission tor
acquiring'disposal of praperty under CCE{Conduct) Rules, 1064,

Holding of Deparimental Tests to the post of FA UDC, LDC, Recrutment
te the post of Staft Car Driver, Maiil. Farash, Sweeper and Chowkidars.

Establishment Branch-i8): Budgel estimates and allocalion of funds;
Delegation of Powers; Travelling Aliowance and LTC: Grant of Convayancay
Computar Advances; H.R.AC. CA and Group Insurance Policy, Tuition
Fea/Children Fducation Allowance and Transport Allowance: Wallare
activities: Medical Claims of Hgrs. siaff Praparation of ldentily Cards and
Medical Idantity Cards to emplopess and pensioners; Externs and Internal
Audil reports; Permanant Imprest of R.0.g

Establishment Branch-lll: Review of posts for R.O/L.Os: Creation of
poets In different grades; Counting of past service: Stepping up of Fay:
Grant of Spagial Pay 1o Cashiers; Policy on retiremant benefits; Adoplion
of report of Pay Gommission / Pay Committees; Sanction of G.R.F
advance/withdrawal, Satting up of B.Os/L.0%; Instructicns of PLB

Ertablishment Branch-1V: Constitution of Standing Committee/ES
Corporstion; Aranging their mestings, preparation of Agenda/Memorandum
and Minules of the mesetings and its circulation; Compilation of important
decisions of Standing Committes/ESl Corporation; Constitution of Medical
Benefit Council and Hegional Boards; Arranging meetings of Local
Committecs, Preparaton of Standard Notes and material for the Annual
Report to the Ministry; Clarification on CS(MA) Rules and examingtion of
medical claims reguiring relaxation; Sanction of HBA,

General Branch: Making arrangsment for office accommodation;
Purchasing furniture, Staticnery and General articles; Printing of forms;
Alictment of residential accommodation; Mobilisation of staff Cars; General
Admiristration and House-kesping fungtions,

Cash, Receipl and issue Branch: Preparation of Salary Bills; Passing
of TAJNTS Bilz: Disburseman! ol Salanes; Mainienance of Gash Bogk,
CGantral Recelpt and despatch of Cak

Examination and Recruftment Cell; Open rearuliment to the post of s,
Stenographors, LDGS, Junior Mindi Translators, Junior Engineers, IMOs

— | 1010 ]
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Grade-ll and Ayurvedic Physicians; Departmental Test for promation 1o the
post ol PAg, Assisiants, Siencgrapher, UDGILDC, Conducting of quarterly
and hall-yearly Typing Test; Liaisoning with S8SC, UPSG; and DOPT.

Construction Division

Planning and capital construction of Hospital/Dispensary buildings; Office
buldings and Stafl quarters; Purchase of land for these purposes where
required; Sanction of plans and estimales and release of funds; Ascels
management; allocation of budget for ARNY special repairs and its control]
Assessment and recovery of rents of buildings and related policy mallers elo.

in addition to above, there are other Branches which deal with the items
of work mentioned below:-

{ll Vigilance Branch

Disciplinary cases of Group A & B Officers. FAs. Lis Appesl, Revision
and Review cases: Llaisen with GBI and CVC; Dealing with CBI, Criminal
and Court cases: Issue of Vigilance Clearance and NOCs; Preparalion of
Agraad List and Ggt of doubiful Integrity and maintenance of Property
Feturns.

fiit Management Service Unit

Functions as Intemal Management Consuitant; Identify problem areas. and
carry oul workimelhod studies for the improvements; Prescribe Morms and
Standards for the provision of manpawer and equipmeants etc. in the ESIC
affices/Medical Establishmants: Calcuiation of PLB, for the stafl

{iiit  MHAD Branch

Organise “In-sarvice™ training courses, Sponscr Officers and staff members
b warious Mational Institutes; Organise and arrange Senior Management
Developmeni Programmas; Design and amangs pra-sarvice courses at
Mafional level far now enfrants and imparting training to Doctors employed
in ESl hospitals/dispensaries; Design and arrange training of Parsonnel
deputed by Developing Gountries under vanous Internalional programmes,
Arrange training of ihe Representatives of the employers; Imparl traning
to foreign nationals on Social Securlly Scheme; Deputs Medical Persorinel
undar WHO fallowship, Colomba Flan and othar project of ILO and
arrange pariicipation in ISSA and other training courses/seminers and
confarnnces abrand, Sporsor stafl/oflicars lor computer training.
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Publie Grisvance Cell

Processing all types of grievancasicomplainis received from |Ps,
employers, received directly or through Minstey of Labaur/ M.Ps/ ML As/
Member of standing committes’ ESI Corporation;

Public Relation Branch

General Malson with print and electronic media,; Monmoring ail Fress
reports concarning ES| Scheme; Issulng Press releases to the madia on
the Scheme and fe publicity and eoordination with electranic media for
broadeast and discussion; Pradustion of short Tela filme’ documentary;
Printing and production of publicity materal, ESI Samachar, Guide Books
for the employers and employees, stafislical brochure, statistical abstract,
Office Procodural Manugl and Formsd Register for Hars. office and
tedaphone directory of ESI; Cempilation of material for Annual Heport of
the Minlstry of Labour: providing essential information to NGOs, State/
Central Government Offices and other Qrganisation; Participation in health
melas and other functions sponsored by ESI Corporation; Preparation of
speeches for Chairman of Standing Committes/ ES| Corporation and

Director Ganeral efs.

Official Language Branch

Implamentation of Aajbhasha Policy as approved by the Departrrent of
Gevernment of India; Holding of Hindl workshops at the Hgrs. office and
finalisation of schema for such worksheps in the Regions; Monitering
orogreseive use of Hindl in various offices of tha EEIC and taking
maasuras for improvement. Arranging training for non-Hindi speaking
employess; Processing cases for awards for pramotions of use of Hindi
and artanging varicus competitions of Hindi,

System Branch

Formulation of board policy for computarization in ESIC at R.O., Hars. and
DML level; Assessing Hardware and Softwars needs of the organisation
and procuring Hardware for Regional Offices and Hgrs, office; associating
on Software Development with N.L.C. Identifying further areas for
introduction of computarisation,




R ——

HIPTHT mia e by s g

=

iy |
i Lo

g2
(&2 2.10)

&=t wraiers i eraal g fen o v e 9w

AT wrlen A i e e Vs e BT e o

WHTTHFE S4TSR W (6
AT e g, e, o e P anfe a8

W A ' e s @ e e ST, SR, s o) e, s
o T e s R aETRE & A S g SRR o e v e @ e
U ol wdte e wEeT e Fereres o oo el ot BRe g I
TEATT ¥ ()

B e A, ani@, -6, BT T e et anft mfe §

g i f=dtenn) @ Gdftenr T Faionst & P a9 S o @ i s
S IEE R r*l anfs; [Feram R 9 e v srereaEres P of F-*-v:“maﬁ i
PRI ST WS S AT T v e @ P ) aann i o) ol o Rrfga
Bl

fitererra v (v

g ey e R 918 T amniwEe T O salRare Rowm wed s T i

g u:-'h BT ST o T BT wier w e e ey qea & e e e R
o &

fam wa wwn e ()

g aeten]dan F AT TR w B ure e sem-ar ey el o el g
(e wermat o7 wE=ks 2o, e e g s wrl anfiy & e o a P & |
B B I e s B e e o 8 v ﬁm;-miuﬁ.ﬁﬂ" i
SR R e B R B SR I A T T L |

a1l A el wratem & Pkl st wroka e wrtag B 8 Pl R R
iy /- ' |

Esig

T"—
J' fnrunl of Danoral Oftles Procedurs
— S — ——— - —
e
Appendix - 2
(Para 2,11

MAIN ITEMS OF WORK ATTENDED BY BRANCHES
AT REGIONAL OFFICE

Tha Broad items of various Branches/ Sections in RAegional Office ara given

balow —

1

Administration and House-Keeping Branchis)
It mainly consists of Administration, Cash, General and Construction elc,

It deals with creation/ posting! recrultment/ transier of Group oA D
employeas, holding of DLR.Cs., sanclion of advances, travelling and other
allowances to =taff, drawing and disbursement of salary and other allowances
1o statf, procursment of staras! furniture, purchass of land and construction/
repalr and maintenance of buildings eta.

Revenue Branch{s)

it mainly consists of Insurance, Covarags, C-6, Legal and Revenus Hocovery
ate.

it desls with the inspection reporte af |is., demanding duss of the Carporation
from the empicyers, coverage of factories! establishments, posting of Challans/
B.Cs submitted by employers, taking legal action against employsre and
racovering dues of the Corporation through Recovery Cell.

Benefits Branch{e)

it deals with Employment Injury, Medical Board and D.B. Cazes af bonoficiaries.
it controls all Lacal Offices in the Regional and maintains liaison with tha State
Giovernmen!.

Finance & Accounl Branch(s)

It deals with passing of salary and othar bills of the Staff, concurring vanous
nroposals of purchase of stationery/ general arlicles, hirmg of accarmmodation,
orinting of forms, ei¢. It also maintains service recards of Group ‘A' & B
Officers, conducts audit of RO, and L.O. Reconciliation of Accounts and
hanking arrangamant,

There are Local Officers/ Inspaction Oftices In the Raglen undar the Contral
ol Aoglonal Office, the activites of which are as updar =
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Lecal DMiogs: It geats with Registration of Insured Porsons, Disbureemant
ol Cash Benefits to bensficiaries, Roceives Returns of
Gontribution [rom the employers, Issuss Ext Re-antry List,
Congusts Local Gommlittee meatings ebc.

Inspection Offices: (1 deals with |nssection! Survey of factories, maintains
files of employers, atlending courts on behalf of Corporation
El
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Appendix - 3

{Paragraph 3.8)

DAK REGISTER
Cate
5. Ne. | Particulars of Dak recelved From whom received | To whom senl [ Hemarks

2 K]

k]
o
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[0ar 3.9] {Paragraph 3.3}
Al INVOICE
(®w=ta 3. ¢a 0. 1) (C. A. & I. BRANCH)
3 14 .- (AU Date _
mater | el e aes 2rF B TRl W W= uife | wrar oved
e B TiaeT 8 = e i oI B [Dae |G B & 1 MNos. Mumlsers af tem of Dak Tatal Ebgna!pre
w4 e o i sl ] e il il
i Registared in Mot Registered in
| 7 3 A 5 B Cak Reglater Dok Regisier
1. 2, 3. 4. b i
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: = (Paragrapgh 4.2)

[t 4_2]

1 SECTION DIARY
1 1 SO
Data
Tt e oY ey T A P digre | Frmer e | sfin
HeEE R Wi §§ Ty SIE |
i s 5l Mo, | MNumber and Date ol Peocaipl Fram Whom | Brigl | Te Whom | Remarks
2 a # 5 G 7 rezeved | Subject| marked
Mumber Crate
1. 2. : § 4, 5. 6. 7,
Eﬂaﬁ?ﬂ INSTRUCTIONS
| W EEH T 1 9 6 o = c : : L 1 Columns 1-6 will be filled al tha stage of Diarising i.e., befors the recsipls are
-H'J:m:, W o | P 5 5 o S A, ) S 1 SR e 4 made aver 1o the Dealing Hands:
. 2 Movement of receipts marked 1o Officers for perusal will be indicated in Column
. wlnfra) & soeias b o Dol of sefef e s wew T oF R oo | 7
3, Tt 31w s anf o S e |6 A W e R e R o we e 4, Communigations (n Hindl will be dstinguishad from the rest by profikieg the
A st faisfRe fvar s lottar "H" to the Sarial No. in Column 1

113 = 114 ]
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Appandix -6
{Paragraph 4.8)

ASSISTANT'S DIARY

Date
Diary MWe. File Mo, Subjest Date of Date ol
Submizaion | final diaposal
1. 2 3, 4. B
INSTRUCTIONS

1. Columns 1 should show ‘Diary Mumber' ar 'File Number® depending an whether
the papar marked to Dealing Hand s a receipt or a come back case,

2. The dala on which mecept! files are recelved by the Deallng Hand should ba
entered in Hed Ink across the page above tha entries to ba mada for tha day

3. Tha data on which the recalpt I8 pul up should be shown in Column 4 and the
date on which the recaipt s finally dispesed should be shewn In Column 5.
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(b= 6. 2{vii})
aizfee & =ah TYPIST'S DIARY
L1 . ATATRWIT v NaiTie i Saction’ Branch
o At | R e firer un.?—ﬁﬁ i ETEY W T
T T2+ 4 den 2| Mo Fila Me Subject Date of Mo, of
1 3] A g Feceiveq lines. typas

1. £ -3 4, 5
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(G G, 302w [Paragraph 6.3(2)(0]]
e S ¥ A o g vafe & g e v DESPATCH REGISTER FOR POSTAL COMMUNICATIONS ONLY
wpenn, .., e W CIETE - TR Otice Cate
ma s | wsE o s T e oromddt Tt feeely
el o R Sl Mo Mumber of Commurncation Addrass Valus of Btamps
1 > atfiwed! frankad
= 3 ..1.
i 2, 3, 5
' INSTRUCTIONS
' (o) St o (v omet aar [n) e st = & R asrearer efres T oom ) 1. Separate Ragetars will be maintained for (a} foreign Post (b) Telegrams and
2 wtem A % ot od gl my ot P e w9 oe e o e o wTa wet & firen {c) Other Inland Post, |
AT 0 ¥ 9 Enthes in Column 4 will be totaled up at the and of the day the total indicated
” . L4 - in Red Ink.
8 oiuras it afdeese o o) od wedw giRiER gwhre Al o R e e el S s 3,  The Supervisor should check the individual entries made in the register. the
P MY AT SIVT. 3T R ) TR | total drawl of stamps used! franked and also append his signatures daily.
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frwel @1 s TRy STAMP ACCOUNT REGISTER
LN FE TR wrntoagre ] el (514 . .
Otfice Data
aritey femet w g fiest GEol
et &= R o mr | e S g ol | oefey w i | s sfwn)

qret (T it v fafy Diats Vaiue of Stamps Baiance of Signaturs ol

243 ) wer s # hand Recaivad Used during close of | Despatanar rEa-:'.lItrn Dihzar
1 o 3 4 5 6 7 during the the day t!'IE dary 0EMC
day (Cala
8 48 - 4)
1 2 3 4 5 & i
INSTRUCTIONS

! WTETAH 2 O Ryirer f5 o e 6 0 orie g Rl e )
. 1,  Golimn 2 will repeal the figure in Gelumn 5 of the previcus day.
(Hean] 1o W oo £ ' -
afty. fira :Iwn wl. | il b b e bl 2, Golumn 4 should reproduce the daily total struck In the Despatch Register ol
T ey total value of stamp used’ franked,
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Appendix - 10
{(Paragraph T.7)

FILE REGISTER

Eitandard Head No.
Standard Heading

File' Ha. Subyec Date o Classilicalicn| Remaks
Dpaning Clesing | land yaar of
e lgw
2 3; 4. L LB

INSTRUCTIONS

Entries in Columns 1-3 will be mada at the time of apening files and those in
columns 4 and 5 al the time ol recording and reviewing them,

Year of review in Column 5 is required to be indicated only In tha case of
Class 'C' files.

If as a result of the review a file is marked for further ratention, the year of
the naxt review will be worked out and indicated in Column 5.

When a file |s transferred to the Departmenl Record Room or 1o another
Section/ Department, the fact of such transfer and relevant date will be
indicated in Column 6 a.g.

H.H. Fay. Rec.

10.4.2001 16.4.2001

Similarly, when the file is marked for destruglion, an entry regarding the fact
and the year of destruction will be made i this column

144 |
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Appandix - 11
[Paragraph 7.8(1]]

SECTION/ BRANCH
FILE MOVEMENT REGISTER

File Mo Fie Ma,

File Ne. Fie Mo

NOTE - Movernent will be marked by indicaling the Cfficer, Section or Deparimant
to which the file has been sen! with date of sending below it e.q.

Rl (B Baft.:
10.1.2001 10.3.2001
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[Paragraph 7.2¢(li}]

MOVEMENT DIARY

(To be maintained by the Personal Staff of Higher Officer)

Hairme Designation

File: MNa. Date of Recaipt To whom seat When Seni

1 2 3 4
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Appendix - 13
tFParagraph 89.4)

PRECEDENT BOOK
Paragraph 8.4

Standard Head Mo,

Depision of Auling in brief File -Ma.
15 2,

INSTRUCTIONS

1.  Enfries in this book will be made under the appropriate slandard heads and
sub-heads arranged in an alphabetical order. Where functional filing system Is
followed, entriee will be made under appropriate basic, primary, secondary and
tertiary heads.

2. The pages on the book will be numbered sadfdally and a few pages allowsd to

sach standardised heading under which entries are fo be made vide 1 above,
At the beginning of the book will be pasted or written a list of such headings

and pagas aliotted 1o each.
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[ 10, 201 [Paragraph 10.2{1)]

WEEKLY ARREAR STATEMENT
{For individual Dealing Hands)

RO ot e e i i -
| RIS BB T TPt Section _= Mame of Dealing Head —
............................... Tt HATL TR Week ending -
wame | i) s o e W T oI
MG P e e T S o |75 | sty Week Mumbar ol RAocalpte/Cazas Dealt with In hand | Initals of
i | e @ # o 73w frre . enging | B.F tram Recelved | Tolal of cols. | during the | Total | Over | Dealing
| : | B LR E ] previous during the 283 waak 7 daye} Hand
AT S FrdeTs S wesk weeh
Y T B = 3 4 5 B 7 B
ferltre ip
BEARTY
1 2 b = 5 i} Fa 2
INSTRUCTIONS
HYE 1. Column 2 wil repest the figure shown in Column & in respect of the precading

e 2 9 gt orders mol fvg wn o) e AeE @ wRm eTem 6 F e o A |
T & e 3 9 g aE” Sreer o mites v @t aun 9w wmTen F wEehrs W
awivy A wpreE 9%z e A snafndt wer s ot g e e anef |
Wret 5 i @yl i WEERE mE W smRE aun et & e § aes 1 ed
wien 4 w1 afareat o sl T g e e awe #

() b T e e wene o we, aen

(i) Tes| s F S F E fw & oae o nan R T e § afe el
amafin e R 8 i o

wrem O wwE 4 man 5 & dly e sl R amr o

wge) ad w ferg o of ey w0 aem-ae arg dren-stven Brondt & fvg e ) ot g
o s o |

[

weaek

Column 3 of the statement will also inchide ‘come back' cases and will
reprasent the tal number of recelpis and cases as entered in the Assiatant's
Diary for the weelk under report,

The fligure of Column & can be ascerlained by scanning through entries in
Column 4 of the Assistant's Diary in respect of receipts and cases.

(a) Heceived during the wesk under report and the preceding week; and

(b) Included in the statemant of more than ona-week-old receipls’ cases
submitted with arears slatement for the praceding weak.

Column 6 will presert the diference between Columns 4 and 5.

Tha sama form will ba usad 1o give a running account of the state of work,
wook by waak, lor the whals yoar

(O
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WEEKLY ARREAR STATEMENT

pendix - 13
[Paragraph 10.2011]

Consolidated from for the Section/ Branch as a whole

Mame of Section/ Branch Weak anding =
Waek Mumber of Receipts/Cases Deall with In hand  |Iritizls of
ending B.F. from Recaived | Total of cols. |during the |Total | Ower Section

during the during the 2 and 3 T days Offigar
waalk WK D.5H.C.
1 2 3 4 ] & Fi =]
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Appendix - 16
[Paragraph 10.21{ii}]

Monthly Statement of cases pending final disposal for

over & month/ three months/ six months
{score out which is not applicable)

Mame of Saction/ Branch___ Manth
sl Dy, No, & e of | File No. |From whom |Bried Subject | Reascns for| Remarks
Mo.| receipt of letterf file | in which recemved which It s
derail enilh pamding
1 2 3 4 5 5] 7
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Appendix - 17
[Paragraph 10.2{iv]]

Statement regarding cases pending for more than six months
for the month ending

Mame of Section/ Branch Menth.
El Mame ¢l the Reglonal Office’ Cafe [rom The ks Hemarks/reasons
Mo, Branch! File No. which pending | Subject matter lor delay in
disposal
12 2 3 4 5

HEGIONAL DIRECTOR
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Tha Insurance CoEmimissionar,
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ORGANISATIONAL CHART OF ESIC

DIRECTOR
GENERAL
I

]

ADDL COMIM ADDE, COM | ] r .
(RECOVERY) G
| | oMC« BRCHI ' C-Hi D&C 1SH J

|
I
t
|
|
|
|
|
|
Asst. Lgai | | DB [ o0 (R} | || I-":' [F"'E“Ul HIGHEU:IE JO (Trgd ]ﬂtﬂ.} .II'Ii'ﬂHEI:r! JD (D)
I
|
|
|
]

[

ADDL Com ADDL o
[BENEFIT) {REVERUE)

|n|n4r.u.u] .mwﬂj CHAEF & O . o (PR
o |
l !
B feep) 00 Giecty | | oo sy anm—n} oFamn oD pAe) oD iy 0D (D) |
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SO g ) -4 Jl DE) - 4
in fonen I Earwa A M3, ESIH Basnl, Trakurpukur,
H'rrﬂmfmrw-ﬁ wED,) Hm:mrﬂﬂh.ﬂﬁ.m Hm..i oir [Fd)
LocAL EFFII:E!F IHEEECTION OFFICES
3R 338 M5, Jhimiy M
DutlaFahini Hespitsnr
Oizpensriess Dépansarion.
PaAYT OFFICES Disgwasie: Cankw
311
Hogpitals direcily run by ESi Corporation Model Hospitals directly run by the ESIC Hospitals/Anneps run by the re
1. Basaidarapur 1. Nacharam (Hyderahad) Ho. of pritalni -
2. Nolda 2. Ludhiana [Panjab) J
3. Jhilmil 3, Sahibahad (U] Arinming
A, Urch!a 4. Ranchi {Iharkhand)
5. FlE]f'l_ir!ll 5. Patna (Birar)
€. Thakurpuikur 6. Jaipur (Rajasthan)
7. Magda
B K.K. Nagar
B Chinchwad
10. Chandigarh
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Ficra. T{MID & HOSFS.
n by the respective Siate Gevernments F.C. —  Financial Commissianar
— 125 M.C. = Medical Commisaioner
43 IC & CVO =  |nsurance Commissioner & Chiel Vigilance Officer

C.E. —  Chiel Engineer
ADDL, COM, —  Additional Commissianar
DR —  [hrackr
DMC —  Depuly Medical Cammizsiona
M5 —  Medical Supearimteran
JO —  Jaint Director
1] 8] = Dapuly Direcior




