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yRu7 / CIRCULAR

fawa: a1 gfereT / a1 BrS 31k SeTRYT Uice H faerur 6T gear GHARAT a1 faw i
Sub: Ensuring Correctness of particulars in Service Book / Service Card and ERP
portal - Reg.
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It has been observed that the employee's particulars, such as name, surname, date
of birth of self and family members, etc. in Service Cards / Service Books of some
officers/officials are different from their corresponding data in ERP portal. Despite the
above variation, some of the officers/officials are pressing the Establishment Branch to
issue NOC/Service Certificate/Experience Certificate/Identity Certificate etc. as per their
requirement and convenience i.e. either as per ERP or Service Card/Service Book.
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The above variation in data between Service Card/Service Book and ERP not only
results in undue delay in issuance of the documents/certificates requested by the
officers/officials but also undermines the accuracy of the employees' database.
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Hence, all the officers/officials are hereby directed to verify and ensure that their
details in ERP are the same as the corresponding details in Service Card/Service Book.
In case of any variation, the same may be brought to the notice of the Establishment
Branch immediately for further necessary action.
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The officials (Group-C) whose Service Books are with the Establishment Branch
may visit the Establishment Branch with prior intimation through e-mail, at least 2
working days in advance, for checking the particulars in their Service Books.
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The responsibility to ensure the correctness and synchronization between Service
Book/Card data and ERP data lies with the officer/official concerned.
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This issues with the approval of the Competent Authority.
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All the concerned staff and officers.
gfafafd / Copy to:

1. All the Branch Officers / Branches, Regional Office, Telangana, for information and
necessary action.

2. All the IMOs (l/c) / Branch Managers in Branch Offices/DCBOs, Telangana region,

for information and necessary action.

PS, RD Cell, Regional Office, Telangana, for information.

Joint Directors, Regional Office, Telangana, for information.

Systems Branch, with a request to upload the Circular on ESIC RO-Telangana

website.

6. Circular / Office Order file.
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