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\ EMPLOYEES' STATE INSURANCE CORPORATION
PANCHDEEP BAWAN, C.I.G. MARG: NEW DELHI-110 002

File No. Z-17/12/1/2023-MSU Dated: 16.05.2024

OFFICE MEMORANDUM

Subject: Activity List of different Branches in Headquarters Office.

Kindly refer to this office memo of even dated 05.12.2006 on the above subject vide which
activity list of the Branches of Hgrs. office had been circulated.

During the last 17-18 years, some Branches of Hgrs. Office have been reorganized and some
new Branches have been created. Accordingly, the activities of all Branches of Hqgrs. Office have
been reviewed/revised. The list of activities of all Branches of Hgrs. Office (existing as on date),
have been prepared/reviewed afresh & circulated herewith for further guidance for all concerned.

This issues with the approval of Director General.

Signed by Kashi Prasad
Pandey
Date: 16-05-2024 11:30:01

(Kashi Prasad Pandey)
Deputy Director (MSU)

Copy to:-

—_—

PPS to Director General/Financial Commissioner/Chief Vigilance Officer.

PPS to Medical Commissioners/Insurance Commissioners, Headquarters Office.
Insurance Commissioner, NTA, Dwarka, New Delhi.

Zonal Medical Commissioners/Zonal Insurance Commissioners.

All Regional Directors/Joint Director (I/c)/Deputy Director (I/c), ROs/SROs.

o U A W N

All Medical Superintendents of ESIC Hospitals/Model Hospitals and all Deans
of ESIC Medical Colleges.

Directorate (Medical) Delhi/Noida.

~

8. Website Content Manager for uploading the Memorandum on the website of ESIC.

9. All the Branches of Headquarters Office.
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ACTUARIAL BRANCH /

Estimation of Financial Implications for considering
a. Implementation of ESI Scheme to new areas.

L

b. Raising wages ceiling for coverage of employees under Rule 50.

c. Revision of rates of Employees & Employers contribution.

d. Raising the ceiling for exemption from payments of Employees contribution under Rule 52.

e. Any other Change or revision or modification in the quantum of eligibility condition in benefits.

Annual Assessment

Valuation of Assets & Liabilities of ESIC under Section 37.

Appointment of Actuarial valuer.

Basic data required for Budget & Revised Budget Estimates to Fin. & A/cs Branch.
Statistical information relating to ESIC for Labour Bureau, Shimla.

Capitalised values of PDB and DB for Budget Estimates, Revised Estimates, closing of A/cs.

DN T oW

Assessment of No. of employees, employers and IPs as on 31st March each year in
implemented areas.

Annual Actuarial Assesment for EBRF (Employees Benefit Reserve Fund), PDB and DB cases.

0a

h. Compilation of material for Annual Report.
i. Calculation of No. of IPs/IWs exposed to risk for various benefits.
j. Standard Note of ESIC.

Monthly Posting

Collection, compilation and analysis of data received through MISRO Actl-01
Processing of MISRO Act.03 and MISRO Actl-04 Returns.

Half-yearly review of incidence of SB and TDB.

Processing of data received through MISRO Actl.02 in respect of DB and TDB.
Processing of monthly returns ESIC Med.6, 6A, 9 from State Govts

S0 o n T o

Collection of information in respect of fresh cases DB through MISRO Act-04, Scrutiny of
information received through card. Processing for computation of Capitalised Value in respect of
each fresh case received.

Compilation & Publishing
a. Statistical Brochure as on 31st March of every year.
b. Statistical Abstract as on 31st March of every year.

Sample survey & advice on actuarial matters.
Administrative work of Actuarial Branch.

Any other work assigned by the Director General/ Divisional Head/Superior
Officer.

— RN

2 ACTIVITY LIST OF BRANCHES IN ESIC, HEADQUARTERS



STRIH YAHIST /

1. iy was 7rHa
F. AYY AR BT IGMAT o7 & oIy FHI—FHT TR HHARI I ST ST 3R STeIrerl # gy W)
HHANT 5 7 T 1 AT BT e |
2. 3MYY <R IgeH:

F. HHAR) 5T G T/ et o i Ao Sl § amgdfed qarlt @ whie ?q AEe s
FHARY 1T 7 74 Srgdfed &% argdy TR fHAr S |

QG HHAN 5T I R/ SHER) TS ST AT SR BRI garsil @1 ©RIG B "eled
FHARY T g7 T BRI <R Srgey TR AT S|

3. HHANI oG 11 T [SHar sg 11 AT SRUTA] Td Sererdi 3§ Mgy
Fafrca danati @) <emaI

F. AYAled IERAT T, dadd iR &R 2RUl [F1d / Shrsdl drell 3SR gHhIsal |
@ AN gHISAl

T BN ghTsar

.

R WIS & IR Rig iR AT 3T |

4 . RN YTNIFID AR :
P, Y W HHARI 5T AT FH B IU—FHT B 98 MMM R DI LA HRAT |

Q. AN D HeY H HHAN 1Y I R DI 988 vg G AT SUALT BRI |
T I WR IRV SHTeAl BT AR |

5. MYy e Tfcfafer:
P TAP qY FRMGE AN a9 IR I angag faad w71 |
W FHI—EAY W 429 ARyde B, WReA Hdll, IRFY Hell Td 3MYds ud ¥ AriER] |

6. AR T [IMRTT WA /AR USRI g1 i T B 31 S |

— N —

FHHARY T ST T, G o) PR & BRI 3



AYUSH DIVISION /

Policy related matters
a. Review of ESI policy on AYUSH time to time in order to promote AYUSH services.

L

Ayush Rate Contracts:

a. Preparation of DG ESIC Ayurvedic Rate Contract for the procurement of Ayurvedic
drugs in ESIC/ESIS institutions.

b. Preparation of DG ESIC Homeopathic Rate Contract for the procurement of
Homeopathic drugs in ESIC/ESIS institutions.

Setting up of Ayush Medical Services in ESIC Medical Colleges, ESIC/ESIS
Hospitals, Dispensaries and Dispensary cum Branch Office (DCBO) office as per
ESIC Policy on Ayush -2023:

a. Ayush Units

b. Yoga Therapy Units

¢. Panchakarma Units

d. Kshara Sutra Units

e. 50 Bedded ESIC Ayush Hospitals

4. Ayush administrative matters:

a.

Making arrangements for holding meetings of Sub-Committee of ESIC on AYUSH.

b. Providing information material for ESI Corporation meeting regarding AYUSH.

C.

Inspection of AYUSH units time to time.

Ayush promotive activities:

a. Celebration of International Day of Yoga and National Ayurveda Day every year.

b. Participation in World Ayurveda Congress, Health melas, Arogya fairs and Ayurveda
Parv from time to time.

Any work assigned by the Director General/Divisional Heads/
Superior Officers.

— R
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BENEFIT BRANCH-I /

Exemption related matters:

a. Processing of requests for Grant of exemptions from implementation of ESI Act, under section
87 to 91 and providing comments of ESIC (references received from Ministry of Labour & State
Governments).

L

b. Monitoring of legal cases of field offices relating to exemption matters and providing advice.

Relaxation in Eligibility Conditions related matters:

Cases of relaxation of eligibility conditions for grant of Extended sickness benefit (ESB) to IPs.
Examination of ESB for rare disease - relaxation thereof.

Relaxation of Regulation 73 relating to Medical Boards.

Relaxation of Regulation 74 relating to Occupational Disease cases

Sanction of Time Barred claims of IPs/and other references received from field offices.
Relaxation of cases under erroneous coverage.

S Q0N T w

Processing of requests for relaxation of SST cases in consultation with Medical Branch, Hgrs.

Complaints/Grievance Monitoring

a. Examination of grievances against the rejection of MB, PDB, DB, OD cases by Regional
Director(s).

b. Processing of complaints regarding non-payment of benefits.

Monitoring of Legal Cases relating to Benefit matters
a. Monitoring of Court cases regarding PDB/DB/OD cases.

Monitoring of Periodical Data of Benefit from Field Offices
a. Monitoring of Quarterly statements & Monthly statements of MB, TDB, PDB, DB and OD cases.
b. Review existing reports and returns for simplification.

Any other work assigned by the Director General/ Divisional
Head/Superior Officer.

— RN
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BENEFIT BRANCH-II /

Policy related matters concerning following aspects:

a. Controlling Lax Certification (High incidence of SB & TDB).

b. Sickness Benefit, Extended Sickness Benefit, Enhanced Sickness Benefit, Maternity Benefit,
Temporary Disablement Benefit, Permanent Disablement Benefit, Dependent Benefit, Funeral
Expenses, RGSKY (Unemployment Allowance),& Scheme on Incentives to employer’s in the Pvt.
Sector providing employment to the persons with disabilities.

L

Control over the functioning/ working of Branch Offices and inspection thereof.
Alternative Evidence of Sickness.

C

d

e. Registration of Insured Persons.

f.  Waiver of recovery of Cash Benefit paid in excess to the beneficiaries.
8

Sharing of cost on excess of SB with the State Govt. where the incidence of Sickness in the State
exceeds the all India average Recovery under Section 58(2)

h. Loss of wages/conveyance allowance.
i Prosecution of IPs for wrong declaration.
j.  Incapacity references.

'X .

Time barred claim of IPs.
|.  Registration of employees/IPs.
m. Payment of PDB/DB through post office/Bank.
n. Payment of benefits to legal heirs of the deceased IPs.
0. Suspension of benefit under Regulation 99.

Matters related to Zonal Meeting and other Meetings
a. Meetings of Regional Directors.

b. Examination and action of minutes/proposals on benefit matters proposed in the meeting of
RDs/Local Committees/Regional Board.

Matters related to the Constitution of Medical Boards etc.

a. Constitution of E.l. Courts/ MATs / Medical Board / Special Medical Boards / Peripatetic Medical
Boards / Zonal Medical Boards.

Matters relating to monitoring of Cash Benefit Audit Paras
a. Examination and approval of replies to External Audit reports/Disposal of Internal Audit paras.

Matters relating to enhancement of Benefits
a. Enhancementin the rates of PDB/DB.

Matters relating to setting up/abolition/bifurcation of Branch Offices

a. To provide recommendations for setting up new Branch Offices / Divisional Offices, abolition of
existing offices and review of such offices etc. through Estt.Br.Ill Hgrs.

Matters relating to various reports and other Statutory Matters.
a. Standard note for Supplementry and Parliament Questions on benefit matters.
b. Preparation of material for annual report of ESIC.

c. Hindi Reports.
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8. Matters relating to updation of Manuals, Forms and SOPs
a. Revision and updating of Branch Office Manual.
b. Issuing necessary circulars on the standard office procedures pertaining to Benefit Matters.
c. Review of ESIC series Forms and Regulation Forms.

9. Matters relating to Grant of Exemptions to Factories/Establishments

a. Grant of exemptions-All matters/cases/ issues/ querries and parliament questions relating to
exemptions.

10. Any other work assigned by the Director General/ Divisional
Head/Superior Officer.

— RN —
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CASH BRANCH

Pay Bills
a. Preparation of monthly Salary/ Arrears for all officers and employees of Hqrs

b. Preparation of Remuneration Bills, Honorarium Bills, Bonus Bills, GPF withdrawal Bills, GSLIS
Bills, Transfer Grant and LPC.

Reimbursement Bills

a. Mobile, Medical, Local Conveyance, Newspaper, Briefcase, Office bag, Tuition Fee, Sports
equipment for players and LTC/ Leave Encashment Bills.

Official Tour related work
a. Air/ Train ticket booking for officers/officials on official tour through empaneled agency
b. Drawing TA/ DA Bills.

National Pension Scheme related work
a. Account opening and shifting

b. Account details updating

c.  Withdrawal in respect of employees

d. Preparation of monthly/arrear NPS schedules.

Tax related work

a. Preparation of tax calculation sheets

Deposit TDS/GST-TDS for salary and other bills

Issuance of FORM-16 to employees/officials and other parties

a o

Coordination with all accounting units of ESIC, located all over India in respect of GST policies
and related matter

Cash Handling and Temporary/ Other Advance Settlement
a. Custody and maintenance of Imprest Account(Chest) of Rs. 35000/- along with cashbook.

b. Preparing & drawing Imprest and Temporary Advance Settlement bills for temporary advance
taken.

c. Preparing & drawing corporation members TA/DA bills (for attending ESIC meetings.)

Third Party Bills related work
a. Preparation of contingent bills for third party received from different branches
b. Deduction of TDS and GST TDS from bills

Any other work assigned by the Director General/ Divisional Head/Superior
Officer.

— R
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CENTRAL ANALYSIS & INTELLIGENCE UNIT (CAIU) /

Complaints/Grievance Monitoring

a. All complaints received in any office of ESIC relating to default in compliance by factories/
establishments (requiring regular inspection) would be examined, action proposed and
monitored by CAIU till its disposal.

Inspection

a. Analysis of data of compliance/non-compliance by employers covered under ESI Act and
formulate evidence based criteria for inspection of units.

Awareness among Stakeholders
a. Todo necessary publicity to explain the aims and objectives of the CAIU to the general public at
large and seek information in regard to the establishments that are not complying with ESI Act.

b. To develop and provide modes for providing information in public domain and for filing
grievances

Coordination with other Ministries/Department

a. To liaison with other departments/ministries of the State and Central Government and/or
their local offices, like Central Board of Secondary Education, Universities, Food and Drugs
Administration, Ministry of Commerce, Ministry of Industries, Ministry of Micro, small and
Medium Industries, Ministry of Corporate Affairs etc and obtain available data in regard to all
establishments registered with them.

b. Similarly, associations like Confederation of Indian Industry, PHD Chamber of Commerce,
ASSOCHAM and such other organisations may also be contacted and persuaded to share the
data in regard to the establishments as well as any other data which is relevant to engagement
of the manpower.

c. To liaison with the trade unions at the national level as well as state level/district level, to further
obtain the data in regard to the establishments as well as the manpower engaged by such
establishments.

Any other work assigned by the Director General/ Divisional Head/
Superior Officer.

— R
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CENTRAL RECEIPTS AND ISSUE BRANCH

Diary of all letters & communications received for ESIC HQ office.
Despatch of all letters & communications of all branches & divisions of the HQ office.
Maintenance of the following registers.

1. Diary register 70 (approx) (48 Branches & 22 VIP)

2. Speed Post/Ordinary Dispatch Registers = 2
3. Med. Section = 1
4. RO = 1
5. SRO = 1
6. MoL&E = 1
7.  Peon Book = 1

Any other work assigned by the Director General/ Divisional Head/Superior Officer.

— R
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a)

ESTABLISHMENT BRANCH-I

SERVICE MATTERS
1. Appointment in respect of non-medical staff in Group A, B and Group C (SSO only) officers.

2. Confirmation of service in respect of non-medical staff in Group A, B and Group C (SSO only)
officers.

3. Deputation in respect of non-medical staff in Group A, B officers.
4. Transfer/posting in respect of non-medical staff in Group C (SSO Only) officers.

CAREER PROGRESSION

a) DSCs under Modified Assured Career Progression Scheme in respect of officers in the cadre of
Group ‘A’ & Group ‘B’ and Group ‘C’ (SSO only).

LEAVE

a) Sanction of all kinds of leave except special Casual Leave to all officers in respect of non-medical
staff in Group A, B and Group C (SSO only) officers.

RETIREMENT

Review of cases under FR-56(j) and Rule 48(i)(b) of CCS (Pension) Rules in the cadre of Social Security
Officer and above except Medical Officers.

b) Retirement on superannuation/ Voluntary in respect of Officers in the cadre of Social Security
Officers and above except Medical Officers.

CONDUCT RULES

a All work relating to CCS (Conduct) Rules/ CRs/ Probation of Group A & Group B Officers (non-
medical). All work relating to CCS (Conduct) Rules/ CRs/ Probation/ DPC of SSOs.

FINAL PAYMENT
a) Release of final payment of GPF to Group ‘A’ & ‘B’ (non-medical) officers to Hqrs Office.

DPC CELL

DPC

a. Conducting DPC for Promotion of Group A & B Officers on Administrative side.
Seniority

b. Preparation of Seniority of Group A & B Officers on Administrative side.
Recruitment Regulations

a. Preparation of Recruitment Regulations in respect of all cadres of Administrative Side.
Representations against APAR

a. APAR representations of Group A & B Officers and SSO.

Transfer Posting policy

a. Preparation of transfer policy for Gr. A & B Officers on Administrative Side.
Transfer posting

a. Transfer posting of Group A & B Officers on Administrative Side.

Court Cases

a. Court Cases related to service matters/ Promotion/ Seniority in respect of Group A & B Officers.

Any other work assigned by the Director General/ Divisional
Head/ Superior Officer

10 ACTIVITY LIST OF BRANCHES IN ESIC, HEADQUARTERS



1. U W ¥ 9Ee a7 9% BHAINAl o RIeRa iR a1 aHai | dafd
gmﬁmv‘ﬁzﬁw

gAY TR R 7 MUeE T8 HHaRal & Rreral &R eRars fear S

HHAN Ried gfhar & siavia Rrera / Riemal @ Myed wr FAIREr <@ Sirg

FEIH HII Thb AHE T HHATRAT DI MU / IATIEH |

TS ¥ Tb e T HHAINAI S AT Al I FEd &Hg FMewel gRT uivd |+ =i Al
(ST AT / Dol TR 3f{ShHoT)

2. Trgfe/aqr=f/~ies fFa=vn/sR &9 iR | wafe AR
®. Yl /Aol were iR Aerd /va e dat #§ sitge W aResdar g1
Q. I, dafthd TERIS IR TErRId /e forfiel & ddg # g, alRkdien, dei=fa, gaedr ok
3 AT Al A HEfOT AT A
T g ol forfies, wadiow den feifle Hait & foy sfdR—ar=ia wI=iaR o |
. 9Ed MeRd GO @ SoR—eEg RO A

3. BHANI TG BN Fei/hSwHl | Hafed Ara
B, T/ e/ faf | QIR -1 U el aRes) /el b "I YT BT |
Qg IR/l /HEl B R |igdl R ToR I |
1. fafr= gferr / oaRigeEt / weverEt @1 At/ Riwradr a1 Sid o |
. yEgd & A1 A el BeXeEl B MMTBIRG 96! BT T BRAT |

4. HHAWR HAT0 A AT qr

F. IHU B AR W ﬁ?ﬁﬁ

Q. ARG d@d, WaR [, srgeur [ Sft Hwaial @ gidemsii w® iy A |
1. FaRT wearer el § Gt ifoerd AwTer
13}
i

a4 4 d S

fayrfa ST w® N F&e 7t
Y SABIRAT / HHEaTRal & foIv Shvauasnsed / 1491 Aot iR ifd |

g, AREV W BRI AT BT BRI |

T gReal /eI @ oy oTRefor IRER BT @AM |

o IggfEa SfaggEa SHtae fUset 9w, faaanTe, Jayd 9, anidie gaa avf W faaver / fdaroft
IR AT / FHEH |

. IggfHa onfa, ggfHa o4 Wi, o fUwsT ol faai, sayd 9, oY gda ot & afaee &
Hag # aifie Ruie g Al IR &A1

T TSR AT S/ e st / i anfe T iR H#3 e | Rierid /v

. SFRI(e ST, STRI(er ST Siifd, o fUwel af anfe & davaliT RRAAT & 9= & fory faRiy e
AT |

. TS U aTel @fthdl & foY TR B SUYH Ul &I UgEH |

FHHARY T ST T, G o) PR & BRI 11



ESTABLISHMENT BRANCH -1l /
RESERVATION CELL / SPORTS CELL

Matters related to staff grievance and litigation on service matters (Gr C) upto
Assistant cadre

a.

b
C.
d

Attend staff grievance not settled at Regional level
Watch disposal of grievance/complaints under staff grievance procedure
Appeals/representations of the Group C employees upto Assistant cadre.

All Court cases (High Court/CAT) referred by Regional Directors relating to service matters of
Group C employees up to Assistant cadre

Matters related to Appointment / Promotion / Cadre Control /
Inter Regional Transfer

a.
b.

C.
d.

All India Seniority List in the cadre of Stenographer/Personal Assistant and Assistant/Head Clerks

Service matter concerning appointment, Probation, Promotion, MACP and other service matters
in respect of Stenographer, PA and Assistant/Head Clerks

Inter-Regional Transfer for Gr. C ministerial staff in the Cadre of UDC, MTS & Stenographer.
Intra-Regional Transfer Policy upto the cadre of Assistant Director

Matters related to Employees and Officers Unions/Federations

a.
b.
C.
d.

Formulate Policy/rules/regulations and Recognition of Unions/Associations/ Federations.
Watch code of conduct of Unions/Associations/Federations.

Examine Demands/Complaints from various unions/Associations/ Federations.
Coordinate Official Meetings of Various Unions/ Federations with Management.

Matters related to Staff Welfare

a.
b.

Appointment on compassionate grounds.

Policy matters on staff amenities such as Recreation Club, Benevolent Funds, Compassionate
funds.

Policy Matters related with Resident Welfare Associations
Policy matters on Departmental Canteens
Policy on GSLIS/Insurance Scheme for all officials/employees.

Matters related to Reservation/Representation of SC, ST, OBC, PwD,

Ex- SM, EWS

a. Nomination of Central Liaison Officer and instructions to field units thereof,

b. Implementation of Govt. policy on reservation

c. Maintenance of reservation rosters for appointments/ promotion.

d. Preparation/Consolidation of statements/returns on SC, ST, OBC, PwD, Ex SM/ EWS.

e. Preparation of Material for Annual Report regarding representation of SC, ST, OBC, PwD,
Ex-SM, EWS
Complaints/queries from National Commission for SC/ST/PwD etc. and Ministry

g. Special Recruitment Drive for filling up Backlog vacancies of SC/ST/OBC etc.

h. Identification of posts suitable for reservation for persons with benchmark disabilities.
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Matters related to welfare of Women/Minorities

a.

Disposal of complaints under sexual harassment of women at workplace and submission of
reports thereof

Setting up of women cell for the welfare of women employees in all offices of ESIC
Report on Prime Minister's 15 Point Programme on welfare of minorities in ESIC
Report in respect of status of implementation of 13 measures for women employees in ESIC

Sports Related Matters

@ "D QN T W

Appointment of Meritorious Sports Persons (MSPs)

Constitution of Central & Zonal Sports Control Board

Holding of Zonal & Central Sports Meets

Facilitate participation of MSPs in National/International Tournaments etc.

Monitoring performance of MSPs

Policy/ Norms for providing kits, equipment etc. for Zonal/Central Sports Meet and MSPs.
All Policy related matters related with MSPs

Sanction grants, monitor and checking of accounts of Zonal/Central Sports Meets conducted by
the Regions

Other miscellaneous staff matters

a.

b.
C.
d.

Issue of ‘NOC' for foreign visit / Visa / Passport in respect of SSO and Group A & B Officers of
Administrative side.

Policy on advance increments to UDC/Stenographer
Approval for engaging Contractual Staff in ministerial cadre
Grant of all kind of Special Casual Leave due to Bandhs/Natural calamities etc.

Any other work assigned by the Director General/ Divisional Head/
Superior Officer

— RN
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ESTABLISHMENT BRANCH-III

Setting up of Offices

a. Establishment of Regional Offices, Sub-Regional Offices, Branch Offices & Dispensary cum
Branch Offices.

Creation of Posts (Administrative side)
Issues related to Organisational Restructuring for Administrative side posts in Corporation.

Review of requirement of administrative side posts in respect of Regional Office/Sub Regional
Office/Branch Office / DCBO based on the norms.

c. Creation of administrative side posts of officers and employees in ESIC as per requirement.

Pay Commission & Pay Scales
a. Adoption of the recommendations and related orders of the Central Pay Commission.
b. Issues related to pay fixation & pay upgradation of administrative side posts.

Pension/ NPS

a. Issues related to Pension, Family Pension & New Pension System (NPS).

b. Policy matters relating to pension and gratuity.

¢. Quarterly Payment to CRA (Central Record-keeping Agency) for maintenance of NPS Accounts
in ESIC.

Counting of past service for Pension/ Gratuity purpose

a. Processing and finalising all matters related to counting of past service of employees covered
under the Old Pension Scheme.

b. Processing and finalising all matters related to counting of past service of employees covered
under the New Pension System.

General Provident Fund
a. Issuance of policy instructions related to General Provident Fund.

b. Approval for withdrawal/ sanction of advance of General Provident Fund in respect of officers/
employees of Headquarters Office.

Productivity Linked Bonus
a. Issuance of orders and clarifications relating to Productivity Linked Bonus (PLB).

Other Miscellaneous matters

a. Issuance of Accounting Unit Code to newly opened units of the ESIC viz., RO / SRO / ESIC
Hospitals etc.

Any other work assigned by the Director General/ Divisional Head/ Superior
Officer

— R —
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ESTABLISHMENT BRANCH-IV /
CORPORATE CELL

1. ESI Corporation and Standing Committee:

a.

Pursuing Re-constitution of ESI Corporation and Standing Committee through Ministry of Labour
& Employment.

Arranging of meetings of ESI Corporation at least twice each year as per Rule 6(1) of ESI (Central)
Rules, 1950.

Arranging of meetings of Standing Committee at least four times each year as per Rule 6(2) of ESI
(Central) Rules, 1950.

Preparation and compilation of Agenda and Memorandum notes and circulating approved
Minutes of the meetings of ESI Corporation and Standing Committee.

Compilation of Important Decisions of meetings of ESI Corporation and Standing Committee for
Annual Report of ESIC.

Constitution/ Re-constitution of Sub-Committees of ESI Corporation by seeking approval of
Chairman, ESI Corporation.

Follow up of queries received from the members of ESI Corporation and Standing Committee.

Forwarding the tour program of the ESI Corporation and Standing Committee members for
approval.

Constitution / Re-constitution of Medical Benefit Council through the Ministry of Labour &
Employment.

2. Regional Board & Local Committee:

a.

Constitution/ Re-constitution of Regional Boards by seeking approval of Chairman,
ESI Corporation.

Preparation of Standard Notes on the functioning of ESI Scheme as on 1%t January.
Furnishing Material for Annual Report of ESIC relating to Regional Board.

Pursuing Regional Directors to conduct regular Meetings of Regional Boards and Local
Committees

3. House Building Advance (HBA):

a.

C.
d.

Sanction of House Building Advance related to heads of all the offices of the corporation
including Regional Office, Sub-regional Office, Directorate (Medical) Delhi, ESI Corporation
Hospital and all officers/employees of the Headquarters.

Rebate in the interest, excess recovered due non-insurance period of the HBA after condonation
of the said period.

Replies to objection raised by internal / external audit on matters related to H.B.A.
Adoption of various orders of revision of interest rates time to time with accordance of MoHUA.

4. Medical Reimbursement & Policy for Serving Employees of ESIC:

a.

Clarification on CS(MA) Rules, 1944 and examination of medical claims requiring relaxation in
CS(MA) Rules.

Adoption of various orders of Ministry of Health in connection with recognition of private
hospitals in various states.

Replies to objection raised by internal / external audit on matters related to Medical
Reimbursement.

5. Any other work assigned by the Director General/ Divisional Head/
Superior Officer

14 ACTIVITY LIST OF BRANCHES IN ESIC, HEADQUARTERS



SRATYGTT 2TRar-V /

1. ajwmmzﬁ/ﬂaiém/ﬁ'@l (anfies ATt eaie R )farfie Mo Ruic & Are|

d s

a ¢ d o a4

JIRTHATHS HRIATE! | g1t Mo RUie (THIRR) SIRRR & IE@RET |

T & A T Ud ‘' IMUBINAT & FaeT H FADdT ARl | Tl Ree, bl STNedhd] A<iis
IS |

AT & AGIRAT @1 a1 =g RIS (THIRTR) & Jodidn |

THRR 56(ST) Td U a9 48(30) (@) & Sfaia Arall & aHien & forg SdRdY |

TR Afee (TUIRTR) |

AIRYS W RUIS (THISTR) STRma-TcTd AlTel AT RUIE, STware Foil ATie RUlC |
@ﬁ%/%%ﬁmﬁ%|ﬁaﬁq%mﬁmﬁqﬁéaﬁﬁm|

qEHd A A RTe |

2. OE T HHAN W 9o/ Fgfe/favria gefa afif SRl /smReror e/

ISR IR e ]

P, TEAT B AR AT PIeT R qaI dlel & foy 99 71 3R 9 & 3fdva faf=1 |awi # uai &l
AT BT b AR SRV AT & FGH H UGT BT JIFHRO |

Q. ggPprd W, gar Aol fAfie ok agferlie & |qe 7 us W A Wl ok Rith &1 7o |

T A 3R FATEd B HIAR BHATRAT BT GRS / WITHiaReT / 9iReT |

" A= el gd iRl & oy oreu o@fd v e maedddr & JMER IR HHATRAT &l
GIRAT BT |

. ATHUT IR W FGRe B ufehar|

. FEad, vax ol ol ud erar o forfdes & aqg 1 usi § fourf ge=fa afafa (SndRf), uer=fa
(frmia wlen), def —ue=fa |

. foaria uer=fa afafa @SR srer ik Aifta fvrfa afoerh wen (@aSRiE) arer & fog wsms,
gar Ioft forfe ok arar Soft forfie & Hael & 3MReTT IREX BT IWERE |

S W 9l Prer & fon gar Sl fofie, syferlie ik 9gard e & |t # S7ReToT IRER BT IERT |

3. AWl o GHe & forg ST w1 Fafidierer / giteasor / deHf / demade iR I |

3. WY T UG " & Gy H 9a1 RAGRI B [@RE[ / ARG Bigel @i |

T A B e T HHAIRAl B IRTIH BT P |

3. 3rgfa wnf/srggfea wirartha/sr = fisst @t &1 ufif+iea/e—<fi= snaR w®
frrgfen o Re

h.

.

TR/ QST / AT/ STeqeieerds e e & It & dde § A1y / A9 / sfefaria /
¥ Ret |
AT H A AABIRAT B DI MR R g |

4. faf= faffaeamd/<ifa fawrT afcra™ aen

o o4 g 9

ISR Uebdll fadqa (31 3rdear), Afdard faaw, IS deuran faaw

Xaeedl U=, AMaIie AeHd (TIUHHITE) T |

e T HHAIRAT & Fag H AT 9o Rargd (Teci) |

yaR gof} forfie & forg M / farfiss / faery ergfihn akiem &1 s |

AT GReT AHNT & A # Fgh AT ABRT (Frs—) Wfaa favria uferarh wiem & forg
JMAGH! BT JRITADROT AR AT |

FHHARY T ST T, G o) PR & BRI 15



ESTABLISHMENT BRANCH-V

Disciplinary/ Vigilance/ Sparrow(APAR)/ ACR Matters.

a.
b.

@ oo n

h.

Disciplinary proceedings. Maintenance of ACRs Dossiers.

Vigilance clearance in respect of Group C & D officials of Headquarters. Vigilance Return,
Vigilance Awareness Week Organization.

Evaluation of ACRs of officials of Headquarters.

DPCs for reviewing the cases under FR 56()) & Pension Rule 48 (1) (b).

Sparrow Module (APAR).

MPR Disciplinary Cases Monthly Report, Prosecution Sanction Monthly Report.
CBI/Police Quarterly Report. Review of Suspension Quarterly Report.

Agreed list Yearly Report.

Group ‘C’' Officials Direct Recruitment/ Appointment/ DPC/ Reservation Roster/
Transfer/Resignation.

a.

- o o n

Assessment of number of posts in different cadres under Group C & D for Headquartersunder
Direct Recruitment Quota and Promotion Quota and segregation of posts with reference to
reservation policy.

Direct Recruitment and vacancy calculation in Group 'C' post of Multitasking Staff, UDC and
Stenographer.

Deployment / Transfer / posting of staff within HQ and Ministry.
Arrangement of staff for day-to-day need basis for short time for various Branches and Officers.
Processing of Appointment on Compassionate Ground.

Promotion (DPC), Promotion (Deptt. Test), Adhoc - Promotion in Group 'C' posts of Assistant,
UDC & LDC.

Maintenance of Reservation roasters in the cadre of Assistant, UDC and LDC for DPC Quota and
LDCE Quota.

Maintenance of Reservation roasters in the cadre of UDC, Stenographer and MTS for Direct
Recruitment Quota.

Regularisation / Confirmation / Promotion / Reversion and holding of DPCs for review of cases.
Maintenance of Service books / opening of Personal files in respect of Group C & D.
Acceptance of resignation of Group 'C' officials of Headquarters.

Returns on SC/ ST/ OBC Representation/ Co-terminus basis appointment

a.

b.

Returns - Monthly/ Quarterly / Half -yearly / Annual regarding representation of SC/ ST/ OBC/
Minority community etc.

Appointment of officials deployed in the Ministry on co-terminus basis.

Various Date/ Events/ LDCE

a.

b
C.
d.
e

National Unity Day (31st October), Constitution Day, National Harmony Day
Swachhta pledge, Communal Harmony (NFCH) donation.

LTC in respect of Group 'C' Employees.

Holding of Quarterly / Half Yearly / Special typing test for LDCs.

Updation and forwarding of applications for the combined sections Officers (Grade-B) LDCE
Examination in respect of SSO.
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Leave/Service Verification/Annual Increment of Group ‘C’/GSLIS/GPF.

a. Leave/Service verification and Annual increment of LDC/MTS/PA/UDC/Steno/Assistant/
Pharmacist/SSO/Staff Car Driver.

b. Holding of Departmental Exams for LDC / UDC / Assistant / Pas / Steno / Speed test for Pas /
Advance increment test etc.

Sanction of special C.L. in respect of Election Vote casting.

Encashment of Leave/final payment of GPF at the time of retirement / death/ of Group C.
Process of leave encashment of Resigned person.

GSLIS / quarterly payment to LIC. And payment to retired/ VRS/ Death final GSLIS claim.
Quarterly addition / deletion in respect of Group A to D Cadre regarding GSLIS.

>0 oo oa 0

Leave/Service verification and increment of SSOs of Headquarters.

E.S.I.C. Hgrs. Employees Union Matters and Special Casual Leave to the Office Bearers of the
Union.

Election Duty/Honorarium/Biometric/Police/Caste Verification of Group ‘C’.
a. Payment of Honorarium to employees posted in the Ministry.

b. Election Duty related matters/Grant of Honorarium to staff of E-5.

c. Biometric attendance monitoring

d. Police verification / Caste verification in respect of Group C & D.

Pension/Family Pension/ERP Matter/Certificate/NOC/Probation period, etc.

a. Determination of Pension/Family Pension/DCRG in respect of Group 'C' & 'D’, Section Officer
(Adhoc) also.

b. Retirement Grant. Composite Transfer grant of retired person.
c. Updation of all ERP related matters pertaining to Group C and D employees.

d. Permission for appearing in examination for recruitment in other departments etc. and issue of
NOC for the same.

e. Arrangement of Memento for the retiring Officers/officials.

f. Issue of certificate after the completion of 18 years qualifying service.

g. To generate ERP number of Pensioners at the time of retirement.

h. Confirmation in respect of Group C & D cadres.

Probation completion in respect of Group C & D cadres.

j- Change of address/ issue of Income certificate nomination in respect of GPF/DCRG/ GIS/ Family
particulars of Headquarters.

MACP/Pay Fixation/Seniority list/Intimation/Property Return/
Training/Sports Matter/ Audit.

a. Pay Fixation, MACP, Increment on account of training etc.
Preparation of seniority list in respect of Group C & D.

Valuation of Liability and Assets.

Intimation under Rule 18(2) and Rule 18(3) of CCS conduct rules.
Annual immovable Property return.

Compliance with Internal & External Audit Report.

Deputation on various training courses.

Sm 0 o0 o

Sports Matters & Deputation for Sports Duty.
Recreation club matters.
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9. I.D. Card/Medical Scheme/Budget/Attendance Report.

a. Issue of Identity Cards from Ministry of Home Affairs through Ministry of Labour in respect of
Principal Officers/Other Officers and Staff Car Drivers.

b. Medical and ID Card Verification of all Group C officials.
c. Option for ESIC Medical Scheme.

d. NOC of Passport/Visa in respect of Group C ministerial staff (Upto Assistant) posted in
Headquarters.

e. Yearly Budget preparation for funds requirement and forwarding to E-VI branch.
f.  Daily Attendance Report of all the Branches.

10. Any other work assigned by the Director General/ Divisional Head/ Superior Officer

— RN
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ESTABLISHMENT BRANCH-VI

Administrative Budget

a. Scrutiny and consolidation of Revised Estimates and Budget Estimates regarding Administrative
Expenditure of all Regions and Advances only in respect of Directorate(Medical) Delhi and ESIC
Hospitals.

b. Allotment of Budget/Revised/Final Grants and Additional Budget to all Regions.
Preparation of statement of scrutiny of expenditure in respect of Headquarters.

d. Scrutiny of all regional statements showing the variation between the actual expenditure and the
Budget allotment for the year.

e. Grant of Permanent Imprest and instruction regarding.
Scrutiny of Quarterly Monthly statements of expenditure under concerened Para presently Para
(437) of the Manual of Audit and Accounts.

LTC/ TA/ DA/ HRA
a. Policy and General Instructions of TA/ DA/ LTC/ HRA.

b. Sanction of LTC in respect of Group “A” and “B" Officers in Headquarters.
c. Sanction of Composite Transfer Grant to Group “A” and “B” Officers in Headquarters.

Computer Advance
a. Framing of Policy for sanction of Computer Advance.
b. Grant of Computer Advance to officers/staff of Headquarters.

Pensioner Medical Scheme, 2006

a. Framing of instruction regarding extension of medical facilities under the ESI Scheme, 2006 to
ESI Pensioners.

b. Reimbursement of medical claims in respect of pensioners of Headquarters.
¢. Sanction of the investigation of time barred claims.

d. Redressal of pensioners' grievances regarding Medical Reimbursement Claim.

Others Subjects
a. Change of declaration of Home Town.
b. Grant of Dearness Allowance.

c. Adoption of Holiday List declared by DoP&T, Govt. of India and up-dation of Holiday Master on
ERP.

d. Sanction for the investigation of time barred claims.
e. Grant of Advances to the employees of the Corporation affected by Natural Calamities.

f.  General Instruction and cases regarding Compensatory Remote Locality (Bad Climate) Allowance
to the Corporation’s employees.

g. Policy and General Instruction on opening of Holiday Home/TOR/Guest House.
h. Appointment of AMA under CS (MA) Rules.
i. CGHS (Medical Attendance Rules), Medical charges reimbursement.

j.  Adoption of instructions for celebration of various Oath Ceremonies in ESIC announced by Govt.
of India like Quami Ekta Week, Sadbhawana Divas etc.
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k. Reimbursement of Medical Claims of Officers & Staff of Headquarters.
|.  Extension of time limit for transfer of personal effects in respect of all officers/staff of ESIC.

m. Sanction of Advance Salary to the ESIC employees in the States where Central Govt. has declared
for Advance Salary in lieu of festivals.

n. Issue of instructions & consolidation of contribution to PM Relief Fund/ PM Care Funds from ESIC
officers/staff across the country.

6. Any other work assigned by the Director General/ Divisional Head/
Superior Officer

— RN
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E-OFFICE CELL

Implementation Activities-
a. Implementation of E-file application of E-Office Module in all field offices of ESIC
b. Coordination with Department Nodal Officer and nominated Field Nodal Officers.

¢. Maintaining and carrying out correction in e-office system in respect of updated list of Field
Nodal Officer and Local admin.

d. Handle all work of E-office Administrator other than those handled by nominated Field Nodal
Officer within their unit.

e. Ensuring compliance of all order/instructions issued with regard to e-office.

Processing of all issues/ cases related to both pre & post e-office implementation at any location
of ESIC.

g. Creation of Wrapper Organization through NIC.

h. Nomination of Local Admin for any location through NIC.

i. Creation of e-Office Id, and WEBVPN for all users.

j. Creation of Post, Post Assignment, and Post Role Mapping for employees of ESIC HQ.

Operation & Maintenance -
a Agreement for e-sign with NIC/ C-DAC.
b  Payment Processing in respect of bills raised by NICSI

Monitoring, Review & Inspection:

a. Monitoring, Review & Inspection of e-Office implementation at regular interval or as and when
required / asked for.

Complaints & Coordination:

a. Examination, Monitoring and resolution of all complaints received from filed offices regarding
e-office implementation.

Administration related matters relating to E-Office.

E-Office Training (PIMS & E-File):

a. Ensuring functional training for E-Office from time to time so as to ensure proper training for all
field Local Admins / Nodal Officers.

Any other work assigned by the Director General/Divisional Head/
Superior Officer.
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FINANCE & ACCOUNTS BRANCH- 1

Annual Accounts & Balance Sheet of the Corporation.

Supply of Format of Monthly Accounts to the regions.

Consolidation of Monthly Accounts of the Corporation.

Preparation of trail balance sheet.

Supply of material for Standard Note.

Preparation of Annual Accounts & Balance Sheet of the Corporation.

Compilation and Publishing of Annual Accounts & Balance Sheet of the Corporation.

@ e an oo

Comments on SAR and Management letter.

Broad Sheet & Annual Review of Balances

a. Maintenance of Broadsheet of Liabilities of Expenses

b. Maintenance of Broadsheet of several 'Debt, Deposit and Advances".
c. Preparation and scrutiny of Annual Review of Balances.

Policy
a. Policy on Accounting procedure and instructions.

Major and minor heads of Accounts
a. Maintenance of list of Major and minor heads of Accounts
b. Creation of new Major and Minor Heads of Accounts

Statements

a. Monthly Statement of Contribution, Interest and Damages to Revenue Branch.
b. GPF Statement to Accounts-VIII for reconciliation.

c. Preparation of Table IV (Income and Expenditure) for Statistical Abstract.

Other Work

a. Distribution of work amongst, DD(F)s/ JD(F)s in the Regions/ ESICH/ Medical Institutions.
b. Training Program.

¢. Checking of recoveries falling due from State Governments under Section 58(2).

Any other work assigned by the Director General/ Divisional Head/
uperior Officer.

— R
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FINANCE AND ACCOUNTS BRANCH- I

Collection of contribution and its reconciliation

a. Collection of ESI Contribution through Online platforms of SBI and 6 other banks in ESI Account
No. 1 (Central).

b. Reconciliation of MIS (for challans received in ERP) with banks.
c¢. Communication with banks in respect of reconciliation of amount received in bank accounts.
d. Demand of interest for delayed credit.

Execution and Renewal of MoU with Banks

a. Enterinto agreement with more banks for collection of ESI Contribution under multi-bank
module to promote ease of doing business.

b. Correspondence with banks.
c. Renewal of MoU with existing collecting banks.

. Monitoring of Daily collection

a. Review of Daily Revenue Collections received in ESI Account No. 1 (Central).
b. Maintenance of bank-wise daily collection received in bank.

Fund Transfer
a. Transfer of funds to all accounting units through ERP.

b. Preparation of Daily Fund Transfer list.

c. Preparation of Consolidated monthly fund transfer report.

d. Revision of Monthly limits of all accounting units to meet out expenditure towards Salary
Pension, PDB/ DB and Other Benefit Payments.

Banking Arrangement

a. Banking Arrangement of all accounting units with SBI Main Branch, New Delhi.
b. Opening of ESI Savings Fund Account No. 2 for new Accounting Unit.

Verification and confirmation of challan

a. Payment confirmation of challans of all accounting units as and when received from concerned
accounting units.

Monitoring of Bank Reconciliation Statement
a. Monitoring of Bank Reconciliation Statement of Account No. 1 & 2 of all Accounting Units.
b. Watching of Delayed credit and Missing Credit of Interest of A/c No. 1.

Accounting related work

a. Writing of Cash Book of Account No. 1 (Central) on daily basis.
b. Preparing Cash inflow and Cash outflow on quarterly basis.

c. Preparing Monthly Account.

Reply to objection raised on Audit Para

10. e-Payment related work

a. Adoption of Cash Management Product (CMP) of SBI by implementing the e-payment in ESIC.

b. e-Paymentimplementation in Headquarters/ ROs/ SROs/ Hospitals/ BOs/ DCBOs on pilot basis
(presentlyTen Regional Offices).
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1.

12.

13.

14.

15.

c. Implementation of e-payment in all Accounting Unit and its subsidiary work.
d. Creation/ Updation in Corporate Administrator of all R.0.s/ S.R.O.s

Investment of Surplus Funds & Monitoring of Investment

Monitoring of investment of ESIC surplus fund made through Portfolio Managers
Reconciliation of Daily Fund Flow

Preparation of Inflow/ Outflow Fund Flow Statement

Maintenance of Cash Book of Investment Accounts

Reconciliation of Daily Fund Flow with the Daily MIS submitted by the Portfolio Managers
Regular Monitoring of Monthly interest earned on Investment.

Preparation of R.E./ B.E. - Special Deposit Accounts

Q@ D QN T W

Preparation of Monthly Investment Position

Reconciliation of receipt of daily Coupon / Interest received on investments

j.  Preparation matter of Annual Report of the ESI Corporation related to Investment
k. Preparation of Fund wise Investment Report

|.  Preparation of Statistical Abstract

Payment of Fees to Service providers

a. Processing of Quarterly bills of Portfolio Managers,

b. Processing of Quarterly bills External Concurrent Auditor,
c. Processing of Quarterly bills Custodian and Consultant.

Review of Investment

a. Review of Monthly Audit Report Submitted by External Concurrent Auditor.
b. Review of Quarterly Performance evaluation report by Consultant

c. Review of Quarterly Statutory Audit Certificates by the Portfolio Managers

Review Meetings & Reporting
a. Organizing Investment Sub-Committee Meeting.

b. Reporting Investment Details to Investment Sub Committee, Standing Committee and ESI
Corporation.

c. Review of Investment Policy

Any other work assigned by the Director General/Divisional
Head/Superior Officer.

— N
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8.

FINANCE & ACCOUNTS BRANCH - 1lI

Bills Related Work: -

a. Preaudit and disbursement of Salary, Pension, NPS, All Hgrs Staff Reimbursement Bills
(Conveyance, LTC, T.A, Newspaper, Mobile, Briefcase, Tuition Fee etc.) and All third-party bills.

Pay Fixation Work: -

a) Pay fixation / vetting in respect of Group A and B officers of ESIC as per O.M issued vide letter no.
F-19/11/17/Misc/2014- A/C-lll dated 31.03.2021 and 04.06.2021.

Concurrence Related Work of following: -

a) Pay fixation/vetting of Group C employees of Headquarters.

b) PG Allowance (All India), HBA, Medical Reimbursement, GSLIS, EMD etc.

c) Stepping up proposal received from E-lll Branch.

d) Bunching of pay proposals received from E-Ill Branch.
e) Pay protection proposal received from E-lI and Med. IV Branch.

Service Book Related Work: -

a) Maintenance of service record and leave records in respect of Group A and B officers of
Headquarters.

Salary Related Work: -

a) Maintenance and upkeep of Pay Bill Registers in respect of all employees (regular and contractual)
of Headquarters.

Schedule Related Work: -

a) Preparation of GPF Schedule, TDS Schedule, Income Tax schedule, Recovery schedule and other
schedule in respect of employees of Headquarters.

Accounts Related Work: -
a) Preparation of Cash Book, Monthly Account, Bank Reconciliation Statement.

NPS Related Work: -

a) Uploading of NPS contributions and dealing with all issues related to NPS of employees of

10.

Headquarters.

Pension Related Work: -

a) Processing of Pension Bills and calculation of Income tax in respect of Pensioners of
Headquarters.

b) Revision of Pension & PPO of Pensioners of Headquarters.

¢) Processing pension papers of Group A & B officers of Headquarters.

d) Concurrence of pension papers of Group C employees of Headquarters.

e) Preaudit and sanctioning of pension/ Family pension is the case of retirement/death.

GeM, RTI and Tax Related Work: -
a) Payment updation on GeM Portal.
b) Reconciliation of Taxation matters with DDO.

24 ACTIVITY LIST OF BRANCHES IN ESIC, HEADQUARTERS



1. Y e B
®) TGRS WA & AEIH S 3R Id ST AT |

12. Reprs <aet $rd
@) FEiRd Td A =R iR B g $T W& |

13. FEIRTS/I9RTE T E/aRs AfeRl &R |l Y Big 3 S|

— e —

FHHARY 154 T R, JEATer o) sl @ HRIGArT 25



11. Payment Related Work: -
a) E-payment through SBI CMP and issue of cheques.

12. Record Related Work: -
a) Maintenance of vouchers and Cash Book in prescribed manner.

13. Any other work assigned by the Director General/Divisional
Head/Superior Officer.

— RN —
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FINANCE & ACCOUNTS BRANCH- IV

1. Pre-audit and sanctioning of Pension/Family Pension on
Retirement and Death.

a.

Prepare, Processing and issue of pension payment order (PPO) of Group A & B Employees
(Medical/Non-Medical/Para-Medical) for PAN India.

Family Pension of Group A & B Employees (Medical/Non-Medical/Para-Medical) for PAN India.

Transfer of Pension from One region to other of the pensioners/Family Pensioners in respect of
Group A, B and C Employees.

Checking of Pension Payment order (PPO) of Group C for PAN India.

Revised Pension payment Order/Gratuity Payment Order/ Commutation Payment Order for
Group A & B Employees (Medical/Non-Medical/Para-Medical) for PAN India.

2. New Pension Scheme

a.

b.
C.
d.

All India NPS (New Pension Scheme) related activities at PrAO level like error rectification,
Password reset, Bank Details update, Non NPS Fund transfer authorisation and other online
authorisation.

Maintenance of Quarterly Bills of NSDL CRA-charges.
NPS mechanism quarterly report.
NPS Operation Review meeting with PFRDA.

3. Integration with Government related programs.

a.

a.

b.
C.

Jeewan Pramaan Compilation of Pensioners/Family Pensioners.

Administration/Legal related matters.

Pension Adalat-Grievances of Pensioners/Family Pensioners taken up from field units all over
India.

Data Migration-Compilation from PAN India.
Pension Supervision and Monitoring Mechanism (PSMM) report compilation from PAN India.

5. Any other work assigned by Director General/Divisional Head/Superior Officer.
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FINANCE & ACCOUNTS BRANCH -V

Scrutiny of all the proposals for concurrence/vetting relating to:-
1. General Branch

a. AM.C. and Special Repair of Headquarters’ Building and Noida Residential Colony including
Horticulture and all other matters not covered under plinth area rates.

b. Stores, supplies, services and office equipment's in respect of Headquarters

c. Hiring of accommodation etc. for Regional Office, Divisional Office, SROs, Branch Offices
Dispensaries etc. initiated by the General Branch in Headquarters.

d. Purchase, condemnation and Repair & Maintenance of staff car for Headquartersand beyond
the delegated powers in respect of all other offices including exceeding the monthly limit of
ceiling of K.Ms. run by staff cars.

2 Medical Division

a. Opening of new Hospitals, Dispensaries agenda items for discussion in the meeting of Standing
Committee/ESI Corporation/MBC etc.

b. Creation/Deletion/Continuation and review of post of officers and staff proposals of D(M)D &
Hospital, Medical Colleges etc.

c. Proposal relating to purchase of medical and other equipment’s for all the offices of ESIC
including Hospitals and Dispensaries outside the delegated powers of the Head of Office

d. Rate Contract of Drugs & Dressings and review thereof.
Vetting of Budget of all direct run ESIC Hospitals Medical Colleges & account payment & Model
Hospitals also i.e. equipment’s and staff proposals.
3 Establishment

a. Creation/Deletion/Continuation and review of post of officers and staff proposals of
Headquarters, Regional Office, Branch Offices.

b. Adoption of Various Circulars of Central Govt.

4 Finance & Accounts-IX:

a. Medical arrangements connected with the scheme regarding On Account Payments' to State
Governments and their full and final settlement.

b. Vetting of On Account Payment Budget to State Govt.

5 Miscellaneous
a. Delegation of Powers of Officers of the Corporation including Medical side.

b. Printing and supply of Receipt Books and Service Cards to all offices of corporation and the
maintenance of their receipt in Headquarters.

Proposals relating to sanction permanent imprest to all offices

Review up-gradation, printing and supply of Manual of Audit and Accounts-Part-1 and II.
Reference from ROs regarding dispute between R.D. and Dir.(F)/M.S./& JD(F)/DY. Director(F).
Grant of permanent advances to the offices of Corporation.

Medical reimbursement cases of IPs. Beyond the delegated powers.

>0 o o 0

Regularization of Theft/Loss of property cases relating to all the offices.

Concurrence to the proposals of ICT Division, Rajbhasha Shakha, MSU, PMD (Arbitration fees
etc.), PR Branch, Actuarial Branch, Recruitment Cell, ISSA and other branches that require
financial concurrence.

6. Any other work assigned by Director General/Divisional Head/Superior Officer.
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FINANCE & ACCOUNTS BRANCH - VI

CAG AUDIT

a oo

PN}

g.

External audit/Inspection Reports of Regional Offices.
External Audit Procedures.
Inspection Reports of DGACR in respect of Hgrs. & the Co-ordination work during Audit

External Audit arrangement, payment of Audit fee, submission of consolidated Audit Report to the
Ministry of Labour & other contented work

Co-ordination work relating to Inspection Reports received from all the State Accountant General.

Monthly D.O. reports of the Jt./Dy. Director(Fin.) Ros/SR0s/Hospitals. (to the Extent of noting of
Outstanding/Pending External Audit paras and related information from the D.O.)

Miscellaneous work of general nature.

Any other work assigned by Director General/Divisional Head/Superior Officer.
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1.

FINANCE & ACCOUNTS BRANCH - VII

Annual Assessment

a. Convening of Budget and Accounts Sub-Committee Meetings.

Matters connected with the Budget of the ESI Corporation.

Preparation of Material of ESIC Component of the outcome Budget of the Ministry of Labour.
Preparation of Budget Estimates of Corporation and Performance Budget of the Corporation.

Scrutiny of quarterly statements of Income & Expenditure sent by Jt. Director (Fin)/Dy. Director
(Fin). Control of expenditure on Cash Benefits, administration and watch over of receipts of
contributions.

™ o 0 T

f.  Control of expenditure on cash benefits, administration and watch over of receipts of
contributions.

g. Work relating to re-appropriation of funds and appropriation of Accounts and Actuarial
evaluation.

h. Financial concurrence relating to construction projects/works and their estimates.

i.  Finance concurrence relating to the estimates in respect of special repairs beyond the
sanctioning powers of R.D., J.D., M.S., D(M)D etc.

j.  Calculation of depreciation in respect of fixed assets of the Corporation/staff cars for budgetary
and actual appropriation.

k. Scrutiny of calculation of the rent statements of the buildings of the Corporation for Budgetary
purpose as well as appropriation to Medical Benefit and Administrative expenses of the
Corporation including sharing thereof with the State Govts.

|, Passing of suspense slip of payment and receipts on account of Construction works raised by
field units.

m. Adjustment of advances of Capital Construction Fund and creation of Assets.
Compiling and Publishing

a. Financial Estimates and Performance budget for every year.

Administrative related matters

a. Preparation of material for Annual Report and critical review of Income & Expenditure.

b. Compilation of material of Standard Note on the ESI Scheme in respect of Accounts Division.
c. Staff related matters

Any other work assigned by the Director General/Divisional
Head/Superior Officer.

— R
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1.

FINANCE & ACCOUNTS BRANCH -Vill

Receipts & Payments

a.
b.

Sw oo

Allocation of GPF Account Nos.
Posting of GPF Accounts in ledger to Broad Sheet and reconcile the same with ledger.

Reconciliation Statement of GPF Accounts in all India basis with accounts figures and to get it
reconciled from the concerned Accounts Officer.

Final Payment of GPF.

Preparation Annual GPF Statement.

Deposit Linked Insurance Scheme cases.

To finalise cases of retired/resignation/died/dismissed/voluntary retirement.
To deal with the Temporary advances/Non-Refundable withdrawal.

Miscellaneous Head

h.

Matter related to GPF.

To Point out discrepancies between Accounts, schedules figure and accounts figure and to get it
reconciled from the concerned Accounts officer.

To accept nomination forms submitted by the subscriber.
To finalise the Accounts at the end of each financial year.

To deal with the statement of expenditure and disposal of final payment cases being received
from the Regional Director.

To examine proposal regarding adoption, amendments of the Provident Fund rules, Procedures
and instructions etc.

To prepare the Agenda items for standing Committee/Corporation/Medical Benefit Council
meeting work regarding PF matter.

External Audit work and justify the difference between the Accounts/GPF.
To prepare GPF budget estimates and revised estimates i.e. Receipt & Payment of D.C.I.

Any other work assigned by the Director General/Divisional Head/
Superior Officer.

— R —
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FINANCE & ACCOUNTS BRANCH - IX

1. Internal Audit

Sm 0 o0 o

Consolidated Annual Audit Reports of Internal Audit on the accounts of the Corporation.
Internal Audit Procedures.

All cases of serious irregularities, embezzlements, frauds, defalcation etc.

Consolidated Annual Internal Audit Parties.

Tour Programmes approval of Internal Audit Parties.

Specials Audit approval & arranging thereof.

Examination of Monthly D.O. letters to FC by the Dy. Director (Fin.) at Ros/SROs/Hospitals.
Monthly/Quarterly statements of Internal Audit Paras of all ROs/SROs/Hospitals.
Quarterly Reports of serious irregularities detected during local audit.

2.'0n Account' Payment

3.

a.

e.

Preparation of budgetary provisions of ‘On Account’ payment due to ESI Scheme / Society as per
entitlement & expenditure pattern.

Monitoring of funds released in two half yearly instalments by Regional Offices.
Calculations of ‘full & final' settlement and relevant activities.

Sanction of ‘Project Implementation Plan’ (PIP) as per entitlement & requirement of State ESI
Scheme / Society.

Others payment related issues of State ESI Scheme / Society.

Any other work assigned by the Director General/Divisional
Head/Superior Officer.
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GENERAL BRANCH

1. Policy Related

a.
b.

Sw oo

m.

Hiring of buildings, Initial hiring and enhancement of rent in Respect of rented building All India.
Packers & movers of All India.

Engagement of centralised agency to facilitate movement of personal effects of officers in case
of transfer.

Hotel Booking for All India.

Mobile/Landline bill reimbursement.

All India Staff Car related matters including hiring requirements.

General Articles- Furniture & Air conditioners - All India.

Making reimbursement in respect of mobile/telephone/ broad band of entitled officer.
Purchase of Computer/Laptop and peripherals etc for All India.

IT Hardware and Software purchase.

Retention of staff quarter of All India.

Hiring of leased accommodation respect of officers in the cadre of Social Security Officers &
above.

Issues in respect of Insurance of ESIC properties.

2. Photocopier/Duplo/Fax Machine/ Paper Shredder Machines Matters.

3. Staff Quarter of ESIC Colony and Sarojini Nagar Delhi related Matter

a.

Allotment of Staff Quarters at ESIC Colony, Sec.56, Noida and Sarojini Nagar Delhi & other
related work

4. Staff Car Matter and Parking Matter

a. Work relating to Staff Cars of Headquarters(i.e. checking of petrol bills, repair & maintenance
bills, tire & tubes bills and other related bills of staff cars and entries of these bills in the relevant
registers maintained in respect of each Staff Car).

b. Attendance record of Staff Car Drivers/leave work and OTA/Conveyance of Drivers.

5. Library
a. Purchase of Library Books/Periodicals/Gazettes/Misc. Publication.
b. Preparing Catalogue (Indexing) Cards regarding binding of books in stock.

6. Furniture/TV/Refrigerator/Name Plate/Rubber stamp/Sign Board/Glow Sign
Board/Banners/Flags Related

a.

b
C.
d

Procurement of Furniture.
AMC in respect of repair of Furniture.
Arrangement of TV/Fridge, etc. & to attend complaints in this respect.

Arrangement of Name Plates/Rubber Stamps/Sign Board/Glow Sign Board of Officers & Banners/
Flags of Headquarters.

7. Telephone/ cable connection related work

a.

b.

All matters relating to telephones/intercom at Headquarter - shifting, disconnection, processing
of bills.

Bills in respect of Cable connection and Dish TV.
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10.

1.

12.

IT Hardware and software related work

a.

All process related to Procurement of IT Hardware/ Consumables/ Software/Laptops for eligible
officers/Annual Maintenance Contract of Procured IT Items as per requirement of Headquarters.

Hiring of IT manpower for Headquarters through GeM.
Approval of Laptops to entitled officers-All India Matter
Condemnation of IT-Hardware as per guidelines

General Store related work and Policy.

a.

Assessment, distribution and procurement of stationary and other miscellaneous items of
Headquarters.

Processing of reimbursement of briefcase and maintenance of record.
Procurement of towels.
Arrangement of photocopy and spiral binding of books/booklets for various meetings.

Care Taker Related Work

a.

g.

Annual repair & maintenance, special repair & maintenance in respect of ESIC Headquarters,
Indian Express building, ESI Colony Noida Sector-56, ESI Colony Sarojini Nagar & TOR, Jangpura.

Security Services in respect of ESIC Headquarters, Indian Express building, ESI Colony, Sector -56,
Noida.

Housekeeping services in respect of ESIC Headquarters, Indian Express building, ESI Colony,
Sector -56, Noida.

Bill in respect of rent, electricity & water in respect of ESIC Headquarters, Indian Express building
wherever applicable.

Booking of TOR, Jangpura.
Weeding out of records
Electricity, ARM & SRM work in respect of ESIC Colony, Sec.56, Noida.

Miscellaneous Work.

a.

Preparation and distribution of Identity Cards/Visiting Cards and Holograms for staff/officers of
Hqgrs Office Policy for Identity Card

Preparation of DSC
CCTV at Headquarters

All works related to Hotel tie-up arrangements including booking & bills of Hotel rooms along
with Hiring Taxies arrangements for officers/officials & Corporation Members for various
meeting/Conferences, etc. of ESIC.

Any other work assigned by Director General/Divisional Head/Superior Officer.
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INFORMATION COMMUNICATION
TECHNOLOGY DIVISION

1. Policy related matters

- o O 0 T W

a
b
C

a
b

o N0 T QL

a
b
c
d

a
b
c
d
e
f
8
h

IT Manpower requirements

Hardware / Network Policy

Consulting Entity for Project Panchdeep
Project Management Unit

IT Consultants

Email

. Operation & Maintenance of Project Panchdeep

Operation and Management
Change Request related matters
Payment Processing

Enterprise Resource Planning (ERP)

Master Data Management
Material Management

Hospital Information System related matters

Master Data Management

Dhanwantri Module (Dispensary & Hospital)
Ask an Appointment (AAA+) App

Laboratory Equipment integration related issue

Insurance/Benefit/Revenue related software issues

Aadhaar Adoption & related matters

Universal Account Number (UAN) related issue
The Code on Social Security, 2020

National Payment Corporation of India (NPCI)

Integration with Government related programs

Digilocker

Jeevan Pramaan

Ministry of Corporate Affairs (MCA)

Department for promotion of Industry and Internal Trade(DPIIT)
National Career Service (NCS)

Common Registration with Employees’ Provident Fund Organization (EPFO)
Geo-tagging

Ayusman Bharat Digital Mission(ABDM)

eSanjeevani

Prayaas

Pradhan Mantri Jan Arogya Yogana (PMJAY)

Pradhan Mantri Gati Shakti (PMGS)
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7.
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Information Technology Network and Infrastructure

Networking

Software Defined Wide Area Network (SDWAN)

BSNL/MTNL/Tata Communication Limited

National Knowledge Network(NKN)

Arbitration/Administration Mechanism for Resolution of CPSEs (AMRCD) related issues

Administration related matters (relating to ICT matters)-

Staff related matters

Annual Reports

Standard Note

Standing Committee/ ESI Corporation meetings
Administration, Legal, Audit, PG, Rajbhasa

Short Message/ Messaging Services(SMS)
Information Security Management System (ISMS)
e-Samiksha

Miscellaneous activities

™ O 0 T Q

Dashboards- Control Room

Monitoring of tickets related to above area

ESIC Chat Bot Sandes- Government Instant Mesaging System
Sandes- Government Instant Mesaging System

mIMP & UTI-ITSL

10. Any other work assigned by the Director General/Divisional

Head/Superior officers.
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LEGAL BRANCH

1. Procedure/steps of examination court case:

a To examine court cases relating to service matters pertaining to Delhi viz. receipt of Notices/
summons, Original application, Writ Petition Miscl. Application and SLPs filed in CAT, New Delhi,
Delhi High Court or Supreme Court.

Indexing the brief details of court cases.

Monitoring of court cases.

Making full facts of the case in Hgrs. Court cases register.
To coordinate for new court cases.

- o O 0 T

To entrust the court cases to Advocates.

2. Coordination with Branch & Advocate for Para-wise Comments(PWC) etc.

a Forthe court cases papers with respective Branches of Headquarters soliciting PWCs thereon
duly vetted/approved.

b For the PWCs of each court case to respective Advocate for preparation of Draft reply.
¢ With the respective Branch/Officer for conference with Advocate as and when required.

d Follow-up with the Advocate for preparation of counter reply/affidavit and thereafter to get the
same vetted by the branch concerned.

e Timely filing of counter reply/affidavit prepared based on vetted draft reply.

3. Appearance of Advocate in Court & record proceeding
a To depute staff for attending courts/Advocates etc.
b Ensure presence of Advocate in respective courts on date fixed for hearing of each court case.

¢ To attend different courts in Delhi viz. Supreme Courts, High Court, CAT, CGIT, Tis Hazari, Lower
Court for having facts/developments of proceedings and performance of our Advocate.

d To record court proceedings of each hearing of each case.
To send court proceedings to respective branch in each case.

f  To get copy of Rejoinder filed by the applicant/petitioner from our Advocate and thereafter
to get comments of concerned branch on that rejoinder and to send those comments to our
Advocate for filing rejoinder/for effectively arguing the case.

4. Filing Appeal
a To get certified copy of orders/judgement from the Advocate or respective court.

b To obtain legal opinion of the Advocate about the judgement for examination by the branch
concerned for acceptance of the judgement or for filing appeal in deserving cases.

c Tofile appeals based on advice by respective Branches of Hgrs Office or field Offices by
engaging the advocate and getting the appeal papers prepared within the time limits.

d To examine High Court judgements for filing SLPs before the Supreme Court of India, if
necessary.

e To prepare History Sheets of court case.

5. Proper Monitoring of Contempt Cases/Notice/VIP references etc.

a To monitor the contempt petitions, if received in court cases and to defend the actions through
advocates.

b  To receive Court Notices from other High Courts/CAT etc. outside Delhi.
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¢ To monitor effectively and periodically the cases pending in Supreme Court/Delhi High Court/
CAT New Delhi.

d To liaise with Ministry of Labour and other Government of India departments etc. in the cases
where Union of India and other departments are included as parties.

6. Legal Opinion/Vetting

a To examine cases for legal opinion/vetting received from different branches of Hqrs and
wherever required obtaining legal opinion/vetting from other Panel Advocate.

b  To ensure timely receipt of legal opinion/vetting.

7. Empanelment of the Advocates and payment of legal fee.
a Toreceive and examine resume of Advocates for empanelment and processing the same.

b To examine and decide fees structure of different advocates in consultation/with the
concurrence of Financial Accounts.

¢ To process the bills of Advocates who were engaged by Legal Branch.

8. Monthly Progress Report/Reviewing
a To prepare MPR of court cases of Hqrs office and other regions of ESIC.

9. Any other work assigned by the Director General/ Divisional Head/
Superior Officer.

— R
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MANAGEMENT SERVICE UNIT

1. Formulation/Preparation & Review

> 0 D O N T QO

Delegation of powers of various posts in ESIC

Productivity Linked Bonus Scheme

Activity list of Divisions / Branches in Headquarters

Job Cards of various cadres of ESIC

Citizens'/Client Charter of ESIC

Record Retention Schedule

Manual of Office Procedure

Identify problem areas and carry out work/method studies for the improvements

2. Coordination & compilation

a
b
c
d

e

ISO certification in respect of Field offices/Accounting units

MP/VIP references

Monthly DO letter from DG to Secretary, MoLE

ATR in respect of Review Meetings by HLEM/Secretary, L&E involving issues of more than one
Division

ATR in respect of miscellaneous items involving issues of more than one Division

3. Calculation & monitoring

a
b

a
b

Productivity Linked Bonus for the Staff
Monthly DO to DG from ROs/SROs

Miscellaneous

Functions as Internal Management Consultant
Nodal Branch for PM Gati Shakti Cell

5. Any other work assigned by the Director General/ Divisional Head/
Superior Officer.

— RN
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MEDICAL BRANCH-I

Framing of Policy related to medical facilities-

ta —h o O N T 9

- X

m
n

HR norms for ESIC Hospitals and Dispensaries

NABH/NABL accreditation of ESIC Hospitals (100 beds and more)
Insurance Medical Practitioner (IMP)

Employer User Dispensary (EUD)

ICMR protocols, ICMR Cancer Registry

National Tuberculosis Eradication Programme (NTEP) guidelines

In-house dialysis service at ESIC Hospitals and integration with Pradhan Mantri National Dialysis
Programme (PMNDP)

Home delivery of drugs

Home Sample Collection

Policies related to working of ESI Hospitals and Dispensaries

Taking over of any non ESI hospitals and Dispensaries of other Govt Schemes
National Aids Control Organisation(NACO)

Bio Medical Waste Management

Disaster Management

Augmentation/ Improvement of existing medical facilities and establishment
of new facilities and opening of hospitals and dispensaries-

a
b
C

f

Public Health Unit (PHU)
Convergence with Pradhan Mantri Jan Arogya Yojana- National Health Authority (PM-JAY-NHA)

Availing of Medical Services by the IPs and beneficiaries from any ESIC/ESIC hospitals and
dispensaries across India

Regarding on-boarding of ESIC Hospitals on e-Sanjeevani portal
Ask An Appointment (AAA+) App
5G Ambulance Service with 5G Internet conectivity

Monitoring of family welfare activities

a
b
C
d

Annual Preventive Health Check-up (40 years and above)
Pulse Polio Program Data

Immunization Data

Various National/ State Health Programme

Policy issues related to occupational disease center

a
b

Guidelines on Occupation Disease Centre (ODC)
Monitoring the functioning of ODCs.

Medical arrangements in newly implemented areas by agreement
with the State

a
b

Primary Care Medical Services
Secondary Care Medical Services
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6. Updating manuals, standards, and other documents.
a Medical Manual
b  State Executive Committee Manual

7. Training/ Continuting Medical Education(CME) Programs for Medical Officers/
Paramedical/Nursing staff etc.

a Guidelines for participation in International, National, State level Conference/Seminar/
Workshop/ Symposium/ Short Term Courses/Faculty Development Programmes/ Orientation
Programmed/ any other Continuing Medical Education Programme etc.

b Guidelines for participation in National, State level Conference/Seminar/ Workshop/ Symposium/
Short Term Courses/Orientation Programmed/ any other Continuing Nursing Programme etc.

8. Policy regarding artificial limbs, appliances and assistive devices to the
beneficiaries.

9. Preparing material for annual report and standard notes, sending reply to
P&D branch related to the following:-

a Parliamentary Questions
b  VIP/MP Reference
C  Report of Parliamentary Standing Committee on Labour

10. Permission for nursing and paramedical colleges/training schools to use
clinical facilities of ESI

a Policy for affiliation of private nursing, para-medical and pharmacy institutes for clinical training
to its students in ESIC Hospitals.

11. Medical Benefit Council, General Purpose Sub-Committee, Hospital Development
Committee

12. Any other work assigned by the Director General/Divisional Head/Superior
officers.

— RN
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MEDICAL BRANCH- 1l & IlI

Representation of public representatives, State Govt, Regional Director, Trade
unions, employers’ associations and employees, IPs/ beneficiaries/ other
stakeholders regarding:

a Functioning of the ESIC & ESIS hospitals, grievances related to delivery of the medical services
in the states, problems in availing treatment by IPs etc. and subsequent action thereafter as per
ESIC guidelines.

b  Opening of new hospitals and dispensaries in different areas. Based on the analysis/
examination, the proposal is sought from the State Govt. and then put up to the Hon'ble
Chairman, ESIC for approval/ necessary decision.

Budgetary matters related to the ESIC Hospitals and Medical Colleges:
a Preparation of Annual Budget

b Revised Budget allocation

C Re-appropriation

Grievances related with medical reimbursement of IPs:

a Medical expenses incurred by the IPs and necessary correspondence / subsequent instructions
to the concerned.

b  Processing of Request for approval of Time barred relaxation of IPs

Action taken on Visit Reports and Video Conferences:

a Action taken on the report submitted to the Hon’ble Chairman/ vice-chairman, ESIC following
their visit at different locations.

b Report submitted by the Hon'ble Corporation Members/other dignitaries regarding their
observation during visit to various location and instructing the facility for necessary action. The
action thereafter is informed to the Corporation Member

¢ Action Taken on Director General's meeting with HLEM/Secretaries of MoLE/Principal
Secretaries/Director ESI Scheme and other VIPs on matters related to Medical Services.

Dealing with VIP references and Parliamentary matters related to Medical
Services:

a Replying various queries raised by the Hon'ble Members of the Parliament

b Reply of VIP references received by Hon'ble Chairman, ESIC from various public representative/
VIPs and necessary action thereafter.

¢ Matters relating to visit of Parliamentary Standing Committee in respect to Medical Services in
ESIC

d Replies for the parliament question raised in Lok Sabha/ Rajya Sabha/Matters raised under
377/Zero Hours/Matter of urgent public importance pertaining to medical services in ESIC/ESIS
Hospitals/Dispensaries

Augmentation of ESI medical arrangements/infrastructure:
a "“In Principle” approval for Setting up of new ESI Hospitals.

b “In Principle” approval for Setting up of new Dispensaries.

¢ “In Principle” approval for Setting up of mEUD.

d Approval for upgradation of existing ESI hospitals and Dispensaries.

e Taking over of ESIS hospitals by ESI Corporation
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10.

Action taken on Corporation meetings/Standing Committee meetings on
matters related to Medical Services. Preparation of Reporting and Agenda
Items to be placed in Corporation & Standing Committee meetings.

Other issues related with medical services:

- o O N T Q

Replying for Audit matters related to Medical 2 & 3

Reply of legal notices and court cases against ESIC/ES|I Medical Scheme from various forums.
Implementation of all policies and programmes framed by the ESIC regarding Medical Services
Sanction of Ambulances/staff car for ESIS hospitals and Director Medical Services office
Comments/advise on PMD files regarding medical infrastructure.

Sanction of equipment to State run hospitals and other matter related to ESIS hospitals and
dispensaries

Monitoring work related to Medical Services:

a

Monthly DO letter from Medical Superintendent and quarterly/monthly data from all ESIC
hospitals

Monitoring of day to day progress regarding setting up of OT, Labour Room, ICU/HDU etc.
Monitoring of newly approved/set up Hospitals, Dispensaries, IMP, mEUD etc.

Monitoring/Inspection of ESI Hospitals/ Dispensaries conducted by ESIC Officers as per
prescribed proforma, data to be analysed at HQ level

Conducting Zone wise VCs, circulation of minutes and compiling ATR thereafter

Maintaining updated record of medical infrastructure and medical services provided in ESI
Hospitals and Dispensaries.

Any other work assigned by the Director General/Divisional Head/
Superior Officers.

— RN
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MEDICAL BRANCH- IV

1. Service related matters pertaining to Regular Medical Officers of ESIC are
dealt as per details below:

a

- o O 0 T

0Q

n
6}

Prior permission of the competent authority for going abroad on private visit
Intimation for applying for examination/interview for various jobs

Tour Programmes of Medical Commissioner (Zonal) outside their respective zone
PG Allowance, after getting financial concurrence from Finance & Accounts.

Pay Protection, Counting of Past Service

Caste Verification reports, Character & Antecedents Verification reports and issuance of
appointment orders

Issuance of Probation Completion Orders
Grant of study leave/EOL(for study purpose)/leave of kind due for pursuing higher studies

Case of Unauthorized absence from duty, Initiation of disciplinary action on Unauthorized
absence, Complaints against medical officers

Deputation to other departments, Haj Deputation
NPS to OPS

Issuance of Sponsorship Certificate/NOC for appearing entrance examinations as departmental
candidate

Acceptance/intimation of VRS
Acceptance of resignation/technical resignation
Maintenance of General Circulars, Any other related miscellaneous matters.

2. Any other work assigned by the Director General/Divisional Head/
Superior Officer.
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MEDICAL BRANCH-V

(RC CELL)

1. Formation of Central DG-ESIC Rate Contracts for Drugs & Dressings for ESI
Institutions pan India.

a

b
C
d

—h D

a
b
C

d

Framing of Terms & Conditions of Tender Enquiries.
Selection of Drugs for which Tender Enquiries are published.
Publishing of Tender Enquiries on Central Public Procurement Portal.

Processing of Tender Enquiries contains evaluation of technical bids and financial bids submitted
by the bidders.

Processing of Tender Enquiries on Central Public Procurement Portal.
Award of contract to successful pharmaceutical firms.
Publication of Central DG-ESIC Rate Contracts.

Activities related to tender processing.

Maintaining record of EMD submitted by the bidders.

Return of EMD to all eligible and not eligible firms.

Maintaining records of Performance security of eligible firms.

Return of Performance security to eligible firms after completion of contractual obligation.

3. Monitoring of Performance of Rate Contract Holders and activities of
Contractual obligations as below: -

a

Maintaining record of Non-supply of approved pharmaceutical Firms and take action as per
terms and condition of tender enquiries.

Maintaining record of NSQ Drugs supplied by Pharmaceutical Firms in Rate Contract and take
action as per terms and condition of tender enquiries.

Maintaining record of Recovery data of pending dues in case of Non-Supply and Drug declared
as NSQ (Not of Standard Quality) or Non-performance by any approved pharmaceutical firm
in RC's.

Supervision and coordination of Procurement activities of ESIC and ESIS

Institutions.

a
b
c
d

Data of Local Purchase of Drugs (Item-wise/consolidated) (RC and Non-RC).

Data of Procurement of RC Drugs (Item-wise/consolidated).

Data of GeM procurement of Drugs and Consumables (Lab items, Orthopedics, surgical etc.)
Data of expired drugs and near expiry drugs.

5. Any other work assigned by the Director General/Divisional Head/
Superior Officer.
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MEDICAL BRANCH-V

(PROCUREMENT CELL)

Policy, standardization and equipment sanction:

a.
b.

e.

Policy matters related to equipment procurement for e.g Issue of Medical Equipment Policy.

Sanction / Approval for procurement of equipment proposals received from ESIC PGIMSRs and
ESIC Hospitals (Equipment beyond DOP of Dean / Medical Superintendents and not existing in
norms).

Updation/ Revision of medical equipment norms for ESI Institutions

Standardization of high end equipment proposals in terms of generalized specifications and
assessing equipment requirements for New Deptts. for ESI institutions like Cath Lab, Nuclear
Medicine/Radiation oncology.

Issue of instructions and monitoring statutory adherence of all Public Procurement guidelines.

Coordination and facilitation for issue resolution:

a.

d.

Coordination with concerned authorities for resolution of issues faced by ESI Institutions in
procurement of equipment like Make in India Compliance, adherence to GFR 144(Xl), Exemption
from GeM etc.

Complaints/grievances/representations pertaining to equipment procurement received from
user units and, Post contract management and issues resolution for equipment procured
through e-tender, further take up with GeM/concerned authorities for resolution.
Coordination and follow up with GeM, for incorporation for procurement modalities and issue
of instructions in respect of updated decisions on procurement of equipment related to GeM
(Demonstration of equipment, freezing of cost for procurement of accessories, consumables,
AMC/CMC iteralia etc.) for ease of procurement by ESIC Institutions

Coordination for creation of online category in respect of new equipment on GeM.

Updation/Revision and Monitoring:

a.

® o 0 T

8.

Revision of Delegation of powers of Deans/Medical Superintendents of ESI institutions in respect
of procurement of equipment (if required)

Compilation of data in respect of equipment sanctioned and donation received for monitoring.
Ensuring optimum utilisation, digital inventory/record keeping of equipment.
Issue of instructions for management/preparedness for Epidemics for e.g COVID

Payment Process for equipment procured through GeM, issues resolution, Release/Return of
EMD and PBG in coordination with user units.

Developing in house services by sanctioning of SST Equipment as per proposal received for
strengthening of infrastructure.

Monitoring of Medical Equipment Dashboard for equipment usage/condemnation

Issue of Instructions:

a.
b.

C.

Sanction of equipment of COVID related/disaster management/any other purchase.

Issue of instructions regarding acceptance of Donation supplies by ESI institutions and
maintaining record in epidemics -for e.g COVID

Dealing VIP References in respect of Medical Equipment.

Any work assigned by the Director General/Divisional Heads/Superior Officers.
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MEDICAL BRANCH -VI

Recruitment of GDMO Sub Cadre, Teaching Sub Cadre, Specialist Sub Cadre,
Super Specialist sub cadre, Ayush Sub Cadre, and Dental Sub Cadre

a

> 0 ™ DD O 0 T

Reservation rosters

Data related to vacancies

Issuance of Offer of Appointment
Transfer/posting

Seniority list

Sanction of staff for ESIC hospitals of related cadre
Revision of Staff of related cadre
Framing/amending Recruitment Regulations
Other related miscellaneous work

DPC MEDICAL -

Promotion of GDMO Sub Cadre, Teaching Sub Cadre, Specialist Sub Cadre,
Ayush Sub Cadre, and Dental Sub Cadre under DACP Scheme.

-~ o O N T Q

Preparation of All data related to DPC

Maintenance of APARs Dossiers

APARs Representation

Preparation of APARs Generation in respect of Medical officer posted at headquarter office
Court Cases related to DPC/Promotion/Upgradation

Correspondence related to DPC/Promotion/Upgradation.

Any other work assigned by the Director General/Divisional Head/
Superior Officer.
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1.

MEDICAL BRANCH-VII

Matters related to Nursing and Paramedical cadre ‘A’ & ‘B’

a

> 0 —Hh m o 0 T

Appointments and Policy matters

Post-based reservation rosters

Character & Antecedents verification

Caste status verification

Seniority list

Transfers/posting

Framing/amending Recruitment Regulations

Probation completion, PPRs Compilation

Sanction of staff for ESIC hospitals of Nursing, Paramedical Medical and Ministerial cadre
Revision of Staff of Nursing, Paramedical Medical and Ministerial cadre
Resignations & VRS acceptance

Addition/Deletion of family members in service records

Any other work assigned by the Director General/Divisional Head/
Superior officer.
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1.

DPC MEDICAL-II

Promotion of Nursing & Paramedical cadre Group ‘A’ & ‘B’
Preparation of proposals and conduct of DPC/DSC for promotion
Grant of financial upgradation under MACP Scheme.

Maintenance of APARs Dossiers

APARSs Representation

All related court cases

™ O N T Q

Any other work assigned by the Director General/Divisional Head/
Superior Officer.
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1.

MEDICAL BRANCH-VIII

Service matter relating to Nursing & Paramedical Cadre- Group ‘A’ and Group
‘B’ posts.

Property transaction permission

Pay fixation on promotion, upgradation

Study leave-related permission for pursuing higher education not requiring study leave

Study leave grant requests

NOC for outside employment

All types of leaves beyond delegated powers of controlling authorities

Service matter representations

>0 —Hh D O 0 T Q

Passport/Visa permission or NOC

Legal matters

Any other work assigned by the Director General/Divisional Head/
Superior Officer.
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MEDICAL ADMINISTRATION (VIGILANCE) /

All the disciplinary cases related to service matter in respect of Medical Cadre,
Nursing and Paramedical Cadre Group ‘A’ and Group ‘B’ posts.

a

- Do O 0 T

Disciplinary action, charge sheets

Annual property returns data

Suspension matters

Appeal, Revision and Review under Discipline Rules
Reinstatement cases

Proceedings after Retirement

Any other work assigned by the Director General/Divisional Head/
Superior Officer.

— RN
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MEDICAL EDUCATION

Matters related To Medical Colleges, Dental Colleges, Nursing Colleges and
other Medical/ Para Medical educational Institutions related to ESIC/ESIS

Administrative Work

Deployment of PG/DM Pass-outs and their transfer & compliance under bond.
Deployment of UG (MBBS) Pass-outs and their transfer & compliance under bond.
Deployment/Transfer/Compliance of Bond of BDS Pass-outs

Creation of tenure post of ESIC-JR(Teaching)/SR(Teaching) in respect of PG/DM Students
Creation/Sanction & Release of Teaching Faculty

Meetings (Corporation, Standing Committee, SOM etc.)

Audit/Budget

Counselling of DNB courses and the matter related to DNB/DrNB Courses

> 0 —Hh d O 0 T Q

Diary/Dispatch/Movement of record/Files

j  Maintenance of Guard files/Circularespect of rder/Memorandum etc.
k  EL/CL/SCL/ Tour Programme of Contractual Dean/ Principal.

| Report on Official language.

Admission Related Work
a) UG (MBBS/BDS/B.Sc.-Nursing) Admission/Ward of IP Certificate

Any other work assigned by the Director General/Divisional Head/
Superior Officer.
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MEDICAL- SUPER SPECIALTY
TREATMENT CELL

The SST Cell, Hgrs Office facilitates for smooth and seamless delivery of the cashless medical treatment
services via empanelled hospitals for Insured Persons(IPs) and their dependents. Apart from this, the
work related to SST Cell are as follows: -

1. High cost treatment related cases:-

a

- o O 0 T

Processing of High-Cost Treatment by duly constituted HCT Committee at Headquartersfor cases
involving expenditure above 10 lakhs per beneficiary per year.

Opinion from specialized expert committee members.

Further sanction by the competent authority on a case-to-case basis.
Conducting meetings of high-cost committees.

Selection/nomination of expert committee members.

Framing guidelines for HCT cases.

2. Rare disease/Enzyme replacement therapy cases: -

a

- o O N0 T

Processing of Enzyme replacement therapy cases by duly constituted HCT Committee at
Headquartersfor cases involving expenditure above 10 lakhs per beneficiary per year.

Opinion from specialized expert committee members.

Further sanction by the competent authority on a case-to-case basis.
Conducting meetings of high-cost committees.

Selection/nomination of expert committee members.

Framing guidelines/policy of rare diseases and monitoring of data.

3. SST Bill processing of cashless treatment to tie up hospital related cases: -

- o O N T Q

Monitoring of performance of SST bill processing of locations.

Monitoring of clearance of payments of SST bills in ERP.

Video conferencing and correspondences with locations of needful clearance

Resolution of Issues related to processing and payment related to tie-up hospitals for clearance.
Framing SOPs and guidelines for streamlining of processing of SST bills of Tie up hospitals.
Examination and correspondence of grievances related to bill processing and payments.

4. SST Bill Processing Agencies: -

a

b
c
d

Engagement of bill processing agencies for online processing of SST bills.

Framing new guidelines and SOPs for the BPA bill processing module as and when required.
Extension and signing of MOUs with the bill processing agencies.

Collection and complaints of Pan India referrals through UTI.

5. Matters related to Empanelment of tie up Hospitals: -

o 0 T QL

Collection Coalition and compilation of data of tie-up hospitals.

Quarterly summary of tie-up impanelled hospitals.

Smooth implementation of referral policies for matters related to Empanelment tie up hospitals.
Addressing issues related to Empanelment of tie-up Hospitals in all the States
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CGHS

a

b

CGHS related queries and correspondence involving rate revisions LSD adoptions received from
field locations and tie up hospitals.

Adoption of CGHS guidelines/instructions issued from time to time

Miscellaneous activities

- o O 0 T W

8
h

Requests/complaints for relaxation/eligibility entitlement of SST cases.
Video Conference on monitoring of pendency of Tie-up hospitals.
Extension & posting of diversion of medical officers for clearance of SST.
Agenda and reporting items of Corporation and Standing Committee.
Policy matters related to SST services.

Collection, collation and compliance of data related to SST TUH bills as an when required by the
Office of MoL&E.

Monthly DO letters stating pendency and new initiatives undertaken by SST cell to MSU branch.
Misc. queries/Empanelment Action plan/monitoring of pendency of online bills/misc. queries.

Any other work assigned by the Director General/ Divisional Head/
Superior Officer.

— RN
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OFFICIAL LANGUAGE BRANCH

Translation Work
a. Official translation related to various topics.
b. Work related to tele translation cell.

Official Language Implementation

a. Issuance of Check points, Annual Programme

b. Notification of Offices as per rule and specifying branches.
c. Implementation work for getting work done in Official language Hindi.
Hindi training

Hindi language

Hindi Typing

Hindi Stenography

Hindi Computer

Translation

Use of Kanthastha Tool

S0 o n T o

Rajbhasha Worshop
a. Organising Hindi workshop for Officers and officials.
b. Work related to intensive Hindi workshop.

Hindi Award Scheme

Hindi original noting and drafting scheme (Financial year)
Hindi Prayog Protsahan Yojna (Calendar Year)

Rajbhasha Karyanvayan Sujhav Puraskar

Award for Hindi dictation by Officers.

Shield Prize

Prize for In House Magazine

oo N T oW

Preparation and dispatch of Hindi report

a. Monthly Progress Report

b. Quarterly Progress Report

c. Hindi Teaching Scheme- Half Yearly Progress Report

d. Town Official Language Implementation Committee- Half Yearly Report
e. Annual Evaluation Report

Organising Hindi Meetings and participation
a. Official Language Implementation Committee - Every quarter (organising)

b. Town Official Language Implementation Committee - Every Half Yearly (participation)

c. Labour & Employment Ministry’'s Hindi Salahakar Samiti's Meeting (participation)
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10.

1.

12.

13.

Official language Inspection

a. Allthe branches of Headquarters

b. All units of ESI Corporation

c. Full co-operation and activities related to inspections conducted by Parliamentary Committee for
Official Language (3rd Sub Committee) .

Organising All India Official Language Conference

a. Organising All India Official Language Conference

Rajbhasha Fortnight and Samapan Diwas
a. Holding of prescribed competitions, Book exhibition during Rajbhasha Fortnight.
b. Rajbhasha Fortnight Closing Ceremony

Rajbhasha In house Magazine
a. Publication of In house magazines
b. Messages for In house magazines

Miscellaneous

a. Website content check and ensuring bilingual contents.
b. Annual Budget

c. Works related to Transfer/Posting etc.

Any other work assigned by Director General/Divisional Head/ Senior Officer

— R
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1.

PLANNING & DEVELOPMENT BRANCH /

Formulates strategies and plans for implementation of ESI Scheme to new
areas and new sectors of employment

a

> 0 —h o

Submit proposals to Ministry for notification under Section 1(3) of ESI Act, 1948 to new District
areas of the states under ESIC 2.0.

Identifying new sectors of Establishments for bringing under ESI Coverage as per Section 1(5) of
ESI Act, 1948.

Extension of ESI Schemes to other Class of Establishments viz.- Shops, Hotel, Restaurants,
Cinema including preview theatres, Road-motor transport undertakings, Newspaper
establishments, Private Medical Institutions, Educational Institutions and to contract and casual
employees of Municipal Corporation/Municipal Bodies employing 10 or more persons in the
certain States/UTs, where State Govt. is the appropriate Govt.

Extension of ESI Schemes to other Class of Establishments viz.- Shops, Hotels, Restaurants, Road
Motor Transport establishments, Cinema including preview theatres, Newspaper establishments,
establishment engaged in Insurance Business, Non-Banking Financial Companies, Port Trust,
Airport Authorities, Warehousing establishments employing 20 or more Persons, where Central
Govt. is the appropriate Govt.

Threshold limit for coverage of establishments in the States/UTs.
Follow up with State Govts. and UTs for fresh implementation.
Publication of Gazette Notifications made thereunder.
Compilation of Brief Notes.

To scrutinize and process proposals for amendment of ESI Act, 1948, ESI
(Central), Rules, 1950 and ESI (General) Regulations, 1950.

a

d

Amendments to ESI Act, 1948 & laying in the parliament and Amendment to ESI Act, 1948 under
the Code on Social Security, 2020.

Amendment to ESI (Central) Rules, 1950 & laying in the parliament and Amendment to ESI
(Central) Rules, 1950 under Code on Social Security, 2020.

Amendment to ESI (General) Regulations, 1951 & laying in the parliament and Amendment to ESI
Regulations under Code on Social Security, 2020

Publication of Gazette Notification made thereunder.

Coordinates with Parliament on various matters related to Parliament
Questions.

a
b

Co-ordination of replies to Parliament Question (Lok Sabha & Rajya Sabha)
Coordinates for the replies of the following:

i. Parliament Assurance

ii. Zero Hours

iii. Rule 377

iv. Special Mention.

Organising passes for Parliament Session.

Coordinates with Parliament on Parliamentary Committee (Standing Committee/ Consultative
Committee), various Sub-committees of the ESI Corporation on Insurance matters - Task Force
etc

Preparation of Agenda Points for Standing Committee/ESI Corporation meetings and follow up
action relating thereto.
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f  Preparation of Background notes relating to Parliamentary Standing Committee.

g Study visit of Parliament Standing Committee on Labour and Committee on Subordinates
Legislations and other Committees of Parliamentary matters.

h  Organising passes for PSCL, ILC and other meetings.

Work relating to ISSA & ILO.

a Hosts the South Asia Liaison office of International Social Security Association (ISSA), a body
created by ILO.

b  Provide replies and data on ESIC relating to ILO Conventions, BRICS, Labour Ministers
Conference etc.

¢ Interacts with ILO, India office, Delhi with respect to the study being conducted by ILO and for
other aspects/ issues

d Co-ordinates activities under the MOU of ESIC with DGUV, Germany (German Social Accident
Insurance).

e Foreign Deputation of officers for participation in ISSA meetings etc.
f  Processing of bills relating to ISSA Bills and other bills.
g Any other work related to ESI Scheme on other international forum etc.

Labour Ministers' Conferences/Indian Labour Conferences etc.

a ILC/SLC, State Labour Ministers Conference, Consultative Committee & Other Committee of the
Ministry of Labour & Nomination of Officers etc.

b Liaison work with the Ministry of L&E and other outside departments.
¢ Nomination of Officers for various misc. meetings

O&M meetings by DG/FC/IC
a Preparation of material for incorporation in the Standard Note on ESI Scheme.
b Preparation of Annual Report of Corporation/Ministry of L&E

Formation of the State ESI Society
a Pursuing with States and UTS for the formation of the State ESI Society.

b  Seeking approval of Central Government to the consented State for the formation of the State
ESI Society

Any other work assigned by the Director General/ Divisional Head/
Superior Officer.

— RN
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PROPERTY MANAGEMENT DIVISION /

Capital Construction

a

tm —Hh o o n

Planning and execution of capital construction of hospital/dispensary buildings through
construction agencies.

Planning and execution of capital construction of office buildings and staff quarters through
construction agencies.

Sanction of concept plans and preliminary estimates, issue of AA&ES and release of funds.
Technical advice on construction of dispensaries & hospital buildings.

Monitoring of progress of construction projects through site visit as well as review meetings.
Maintenance and keeping records of Performance Bank Guarantees/Bank Guarantees.

Scrutiny/monitoring of reports received from Project Monitoring Unit(PMU) appointed in the
region.

Asset Management:-

a
b
C
d

Acquisition and purchase of land for construction of ESIC capital projects.
Allocation of budget for ARM/Special repairs and its control.

Utilization and disposal of vacant/unutilized land and building.

Technical sanction for ARM/SR works as per delegation of powers.

Policy Matters: -

a

Framing of policy/guidelines related to capital projects, ARM/SR, structural audit, fire safety and
related subjects.

Budget & Finance: -

a

b
c
d
e

Preparation of annual budget.

Assessment and recovery of rents of land and buildings and related policy matters etc.
Replies to audit report dealing with construction and maintenance matters.

Financial closure of completed projects.

Capitalization of commissioned ESIC projects.

Administrative Matters: -

a
b

Dealing with the matters of Arbitration/Court cases.

To organize CSC meeting, approval of variation, extra items, escalation/EoT cases and action
taken thereof, monitoring of projects, vacant land.

Matters on Standing committee/Corporation meeting, Parliament questions, replies to queries
of ministry and higher authorities, PMO cases, preparation of data pertaining to various capital
construction projects and land related matters of capital projects, up-dation of dashboard

and any other matters of urgent and important nature. Information sought by the ministry
and higher authorities vis-a-vis status of projects, compilation of data, related matters of land/
properties etc.

Any other work assigned by the Director General/ Divisional Head/
Superior Officer

— RN
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PUBLIC GRIEVANCE BRANCH

Matter related to CPGRAMS.

a

d

Processing of Grievances received from Insured Persons, their family members, Employers and
Public at large at CPGRAMS Portal.

Monitor / Supervise the field offices in respect of quality disposal of Public Grievances received
through CPGRAMS Portal.

To issue periodical reminders on CPGRAMS Portal to the Public Grievance Officers for early
disposal of cases.

To-issue final reply/intimation to the complainant regarding the disposal of the grievances.

Matter related to MOS/ HLEM/ DARPG/PMO Office.

Processing of Grievances received from MOS/ HLEM Office.

Monitor / Supervise the field offices in respect of quality disposal of Public Grievances received
through MOS/ HLEM/ DARPG/PMO Office.

To attend the Public Grievances meetings held in the Cabinet Secretariat and Ministry of Labour
for redressal of Public Grievances and take suitable follow up action.

Compilation and submission of the monthly return to the Ministry of Labour & Employment in
respect of the Public Grievance cases appeared in the newspapers.

Processing of grievances by quarterly returns and their submission to the Ministry of Labour &
Employment.

Liaison with MoLE/DARPG/PMO/Cabinet Secretariat/ to process the grievances received from
respective channels.

Matter related to Grievances received through E-mail/Social Media

a
b

c
d

To entertain the representations of IPs/beneficiaries/employers received through E-mail/Social Media.

Monitor / Supervise the field offices in respect of quality disposal of Public Grievances received
through e-mail/Social Media.

To issue periodical reminders on to the Public Grievance Officers for early disposal of cases.
To-issue final reply/intimation to the complainant regarding the disposal of the grievances.

Matter related to Grievances received through Hard Copy

a

C

To Redress the grievances of IPs/beneficiaries/employers have sent the grievance in Hard Copy
to Hgrs Office.

Monitor / Supervise the field offices in respect of quality disposal of Public Grievances received
through Hard copy.

To-issue final reply/intimation to the complainant regarding the disposal of the grievances.

Matter related to ESIC Interactive voice response system (IVRS).

a
b
C

Monitoring the functioning of ESIC Interactive Voice Response System (IVRS) Call Centre services.
Monitor / Supervise the Call Centre in respect of quality of Call within the prescribed time limit.
To process the monthly bills for the IVRS Call Centre.
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Matter related to Suvidha Samagam:-

a To conduct Suvidha Samagam at Headquarters redressing the grievances of stakeholders on the
spot.

b  Compilation and Submission of monthly/quarterly/yearly report in respect of Suvidha Samagam
conducted on monthly basis in RO/SRO/Hospitals.

Other Miscellaneous matters.

a To forward the Notices / Circulars / guidelines to the concerned authorities under the grievance
procedure such as Regional Directors/Joint Directors/Director (Medical)/Medical Superintendents
of ESIC Hospitals/ Model Hospitals & respective Divisional Heads in Headquarters and monitor
them for final disposal.

b  Review of the decision at the Headquarters on the Compliance Report received from Regional
Directors and other Grievances Officers.

¢ To attend the Monthly Public Grievance meetings held in the Cabinet Secretariat and Ministry of
Labour for redressal of Public Grievances and take suitable follow up action.

Any other work assigned by the Director General/ Divisional Head/
Superior Officer

— RN
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PUBLIC RELATION BRANCH /

Press/ Media Relations :

a Press Release

b Press Conference

¢ Maintaining relationships with media persons

d Press Information Bureau

e Monitoring of press reports

Content Writing:

a Speeches of dignitaries

b  Corporate/Publicity Literature including ESIC Samachar/e-Samachar
¢ Contents of Print/outdoor Advt, Script of TVC/Video/radio jingles

Awareness Campaigns and Advertisement - across all Media:

a

b
C
d
e

Print

Outdoor

Electronic -(i) Television (ii) Radio
Internet

Empanelment of Advt. agencies

. Production of Audio-Visual/testimonials/TVC/Radio jingles & their dubbing

Printing of Corporate Literature:

> 0 —h D O 0 T Q

Annual Report

Brochures/ booklets/pamphlets/flyers/handouts
Coffee Table books

Statistical Brochure

Agenda Booklets

Calendar

Telephone directory of Hqrs.

Other Special Publications

Events Management

a

™ O 0 T

Finalisation of participating dignitaries and invitation
Finalisation of Minute to Minute, Dais Plan & Plaque
Release of Advt. & approval from PMO (if required)
Allocation of work to Regional/Sub-Regional Offices
Press invitation and Press Release

Website content Management

o N T QL

Continuous updation

Content Development

Innovative Changes
Micro-websites of the field offices
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e Cyber Security aspects
f  Guideline for Indian Government Websites(GIGW)
g Standardisation Testing and Quality Certification(STQC)

Social Media Management -

Empanelment of Social Media Agency

Contents Development (a) Writing (b) Designing

Audio/Video production

Podcasts/ Reels

Actual Photographs/ Visuals

Posts

Trying to populate & popularise posts

Monitoring of posts and feedback/ comments

Working on the comments by the users in coordination with HQ/ field offices

> 0 ™ D O N T QO

Any other work assigned by the Director General/ Divisional Head/
Superior Officer
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R.T.I. CELL

Monitoring of RTl and 15t Appeal application-
To receive online/offline RTI applications.
To make relevant entries in records including fees and cost received.
To scrutinize and process the applications.

o n T QL

To provide information to the applicants within stipulated time period specified under
RTI Act-2005.

e To assist the 1st Appellate Authority (Medical & Non-medical) in timely disposal of first appeals.

Management of Nodal ID of RTI MIS.

a Togenerate user id and password for all designated RTI authorities (CPIOs/Appellate Authorities)
of ESIC.

b  To coordinate with different sections/departments at Hgrs and field units
(ROs/SROs/Hospitals) for timely disposal of requests for information.

¢ To monitor the progress of disposal of RTI cases of field units (ROs/SROs/Hospitals).

RTI Report related matters.

a Toreceive periodical reports and returns under the RTI Act from field units in respect of the
work done by them under the Act and compilation of quarterly, annual report on RTI matters for
submission on CIC's portal.

b To prepare and forward paras on RTI for inclusion in Annual Report/ Standard note.

RTI related Training issues.

a Toprogram, plan, prepare and conduct workshops and trainings on RTI matters in coordination
with NTA and outside agencies for CPIOs/Appellate Authorities.

Central Information Commission(CIC) related matters.

a Tocommunicate and coordinate with CIC and to attend the hearings held for disposal of RTI
appeal cases.

b  To convey the decision/orders of 1st Appellate Authority / Central Information Commissions to
the sections/departments concerned for compliance and to monitor the progress thereof.

¢ To conduct transparency audit as per CIC's guidelines on time.

d To liaise with the office of Central Information Commission(CIC) in connection with appeals/
complaints preferred by appellants against the decisions of CPIOs/First Appellate Authorities
in ESIC.

Monitoring the implementation of RTI act.

a Todisseminate rules, regulations, instructions etc., about the procedure under RTI Act as
received from the Ministry/DoPT including CIC to the officers at Hgrs and in the field units for
proper implementation of the RTI Act.

b To disseminate guidelines, instructions, important court decisions, etc. to field units and
divisions at Headquarters.

Miscellaneous activities related RTI.

a Toweed out records as per record retention schedule.

b Any other task related with RTI.

¢ To update information related to RTI on ESIC Hqrs website.

Any other work assigned by the Director General/ Divisional Head/
Superior Officer.
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RECRUITMENT BRANCH

Direct Open Recruitment (Medical):

a Dean

b Teaching Faculty (Professor, Associate, Assistant Professor)
¢ Specialist Gr-ll (Senior and Junior Scale)

d Insurance Medical Officer Grade-Il

Direct Open Recruitment (Ministerial) :
a Social Security Officer

b  Upper Division Clerk

¢ Multi Task Staff

d Stenographer

Direct Open Recruitment in various Group C Ministrial/Paramedical cadres:
a Issue of Advertisement by concerned Region.

b Conduct of Computer Based Exam

¢ Forwarding of Combined Merit Lists to Regions for preparation and declaration of Result.

Departmental Examination for promotion to the following posts:
a Social Security Officer

b Assistant

¢ Upper Division Clerk/ Lower Division Clerk

d Personal Assistant.
e

Half Yearly Computer Skill Test for the employees who have been selected on Compassionate
Ground.

f  Other Special Type test and eligibility Test.
g Advance increment in respect of existing Stenographers.

Activities

Issue of Advertisements

Uploading of link for receiving applications.
Conduct of Computer Based Exam/ Interview.
Preparation/Declaration of Result.

Uploading of result on website.

- o O N T

Forwarding of Dossiers of the selected/reserved candidates to concerned Appointing Authority
for further necessary action.

g Coordinate with Staff Selection Commission, UPSC and DOPT in reference to policy matters of
Examinations.

h  Payment of Honorarium to Officials/Officers for Examination work.
i Reply to RTI & Public Grievance Cases related to Recruitment.

j  Regular Correspondence with DoPT and Ministry in respect of Mission Recruitment. (Rozgar
Mela)

6. Any other work assigned by the Director General/ Divisional Head/

Superior Officer
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REVENUE BRANCH-I /

Policy related matters

a

m o 0 T

F

Policy matters connected with the contribution, interest, levy of damages.
Framing general policy/ rules and fixing revenue targets.

Allotment of Regional Code no. to the newly setup regions/sub-regions.
Policy/instruction on NCLT/NCLAT cases.

Policy of Delegation of powers relating to waiver of irrecoverable dues and waiver/reduction of
damages in respect of NCLT/NCLAT cases.

Policy in respect of Monthly Performance report of Revenue Branch Officers

Revenue related issues:

a
b
c
d

Refund of contribution/interest/ Damages.

Examination and approval of replies to external and internal audit reports.
Examination of Inspection report related to this Branch.

Attending the representations regarding levy of damages & charging of interest etc.

Review of Working of Field Offices:

a

b
C
d

Monitoring the performance of ROs/SROs on the Review of Employers File.
History sheets with reference to arrears of Rs 10 lakh and above.
Scrutiny Monitoring of the performance of Revenue Branch Officers of the Regions/Sub-regions.

Collection/Processing and compilation of data on arrears of ESIC dues and periodical
review of arrears

Miscellaneous Work:

a
b

Providing data for Budget Estimates

Reply of queries raised in the Standing Committee/ESI Corporation Meeting and Parliament
Questions relating to the Branch

Examination of Tour notes of Regional Directors relating to revenue matters.
Reply of information to external audit in respect of Matters dealt in Revenue Branch.

Any other work assigned by the Director General/ Divisional Head/
Superior Officer.

— RN —
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REVENUE BRANCH-II /

Policy related matters:
a Policy matters related to test inspection, inspection and survey of establishment.

b Interpretation of Section 1(5), 1(6), 2(9), 2(13), 2(17), 2(19-A), 2(22) and 93-A of ESI Act,. Attending
to the complaints received from the Employers, Employers Association, Trade Unions and
reference received from Regional Offices/Sub-Regional Offices and VIPs on coverage, demand of
contribution/recovery of contribution.

Revenue related issues:

a All cases/Grievances related to Revenue received through Portal or Ministry or any other mode
i.e. email etc.

b Issues related to coverage of factories/establishments
¢ Supply of information of external audit in respect of of matters dealt in Revenue Branch-lI|

Review of working of Field Offices

a Monitoring of progress in prosecution under section 85 of ESI Act and under Section 406/409 of
IPC or relevant Section of Indian Judicial Code.

b Periodical review of Prosecution cases, E.l Court Cases, High Court Cases, Inspection, Survey,
Test Inspection.

¢ Examination and compliance report on revenue matters submitted by Regional Directors in
response to the report of the Hgrs. Inspection Team/Senior Officers.

d Examination of tour notes of Regional directors relating to revenue matters.

Legal matters

a Examination of High Court judgements against the Corporation relating to Revenue Matters for
filing SLP in the Supreme Court.

b Circulation of Important Supreme Court judgements and issue of instructions in respect of
revenue matters based on judgements

¢ Examination and circulation of important High Court judgements.

d Examination of the EOI Court judgements in respect of Revenue matters where Regional Director
is deciding not to file an appeal.

Any other work assigned by the Director General/ Divisional Head/
Superior Officer.

— RN —
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REVENUE RECOVERY BRANCH /

Policy related matters of Revenue Recovery

a

Framing general Policy/rules and fixation of target of recovery

Revenue Recovery related issues

a

b
c
d
e

Issues instructions/directions to Recovery Officers/Regional Directors.
To review the position of recovery progress quarterly.

To launch a special drive for better recovery.

Making proposal for appointment of Recovery Officer in the region

Arranging meetings of Recovery Officers in the Regions to redress the grievances against
Recovery Officers.

Replies of the queries raised in the Standing Committee/Corporation meetings and Parliament
Questions concerning Revenue Matters.

Review of Working of Field Offices

a
b

Monitoring Recovery in the Regions.

Submission of annual position of recovery progress before the Director General and taking
necessary action accordingly

Any other work assigned by the Director General/ Divisional Head/
Superior Officer.
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VIGILANCE BRANCH

Complaint related matters

a

Investigation of verified complaints received through various sources like four zonal units of
ESIC/ PIDPI Ministries/ CVC/ CBI etc.

Disciplinary action related matters

a

Seeking first/second stage advice of CVC in respect of the officers equivalent to the Group A
Officers in the Central Government drawing corresponding scales of pay.

Disciplinary cases in respect of the officers equivalent to the Group A Officers in the
Central Government drawing corresponding scales of pay. (Group ‘A’ Officers
include Medical Officers).

Disciplinary cases in respect of the officers equivalent to the Group ‘B’ Officers in the Central
Government drawing corresponding scales of pay.

Appointments of Inquiry Officers and Presenting Officers.
Periodical monitoring of disciplinary and complaint cases pending with field units.

Clarification to all field units on matters relating to disciplinary and Vigilance cases in respect
of all categories of employees of the Corporation.

Issue of Vigilance Clearance/concurrence for the purpose of

a

b
C
d

D

g

Completion of probation
Confirmation
Promotion

Release of retirement benefits in respect of the officers equivalent to the Group A, B & C Officers
in the Central Government drawing corresponding scales of pay.

Applying/renewal of passport

Movable/immovable properties acquired by officers equivalent to the Group A & B Officers in the
Central Government drawing corresponding scales of pay.

Resignation

Matters related to CBI/Court cases

a
b

Dealing with CBI and Criminal court cases.

Periodical Returns to CVC/MoLE/Liaison with CBI & circulation of vigilance instructions to all field
units.

Preparation/ vetting of para-wise comments and other correspondences in respect of court
cases.

Matters related to Appeal/Revision and review cases

a

Processing of appeal, revision and review cases and condonation of delay in all cases pertaining
in respect of the officers and retired officers equivalent to the ‘A", ‘B’ & ‘C’ Officers/Officials in the
Central Government drawing corresponding scales of pay.

Other Inspections as per CVC guidelines

a

Chief Technical Examiner (CTE) type inspection of field units.
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Matters related to Agreed list and IPR

a

Scrutiny of Agreed List and list of doubtful integrity in respect of the officers equivalent to the
Group ‘A’, ‘B’ & 'C’ Officers/Officials in the Central Government drawing corresponding scales of
pay.

Scrutiny and maintenance of Property Returns of Officers in respect of the officers equivalent to
the Group ‘A", ‘B’ & ‘C’ Officers/Officials in the Central Government drawing corresponding scales
of pay.

Miscellaneous Matters

a

b
C
d
e

Assessment of performance and Approval Of leaves & Tour Programmes of in-charge of
Vigilance units and departmental inquiry.

Matters relating to Rotational Transfer/sensitive posts.

Observance of Vigilance Awareness Week.

Coordinating with Training Institutions for training in vigilance matters of officers and Staff.
Review of position by Regional Directors in respect of missing of employers' files.

Any other work assigned by the Director General/ Divisional Head/
Superior Officer.
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VIGILANCE INSPECTION UNIT (NORTH ZONE & MEDICAL WING)

1. Inspection of factory/units

a States of the North Zone (Jammu & Kashmir, Himachal Pradesh, Punjab, Uttarakhand,
Haryana and Delhi).

b Vigilance Test inspection (Inspection of units with 50 and more employees by social
security officers)

2. Inspections

To conduct the following surprise inspections in states of the North Zone (Jammu & Kashmir,
Himachal Pradesh, Punjab, Uttarakhand, Haryana and Delhi).

i Branch Office

i Regional Office/Sub Regional Office/Division Office
i ESI Dispensary

iv ESI Hospital

v ESI Dispensary cum Branch Office

3. Vetting of charge sheet
a Vetting of charge sheet of Group 'C' employees of states of North Zone.

4. Vetting of Agreed List
a Vetting of Agreed List(Group A, B, C and D employees/officers) of states of North Zone.

5. Reviewing related files for compliance.
a Reviewing the files for vigilance/surprise inspection etc. conducted by VIU of states

of North Zone.

6. Tendering evidence-Departmental inquiry/court cases
a Participation in departmental inquiry for testimony.

7. Follow-up action on the complaint sent by the Vigilance Branch

a Investigating the complaints received from Vigilance Branch and submitting its report to the
Vigilance Branch.

b Investigating medical related complaints with Medical Vigilance Officers(MVO).
¢ Chief Technical Examiner (CTE) type inspection.

8. Quarterly Inspection Report (Factory/Unit)

a To examine the quarterly inspection reports of units with 50 or more employees and
accordingly select them for vigilance inspection.

9 Collecting confidential information.

10. Any other work assigned by the Director General/ Divisional Head/
Superior Officer.

— RN
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