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ufyuq/CIRCULAR

Subject: Branch-wise E-mail IDs of Regional Office - reg.

This is to notify that branch-specific email addresses for the branches of Regional Office have
been created. Below are the email addresses for your reference, which should be utilised for all
official correspondences. When sending official communications, it is imperative to adhere
strictly to the 'Guidelines for Professional Email Communication in Office' as issued by the
Headquarters.

It is requested that all Administrative Heads of the ESI Corporation’s Medical Colleges,
Hospitals, and Sub-Regional Offices within the Karnataka region to issue necessary directives in
this matter.

Encl: as above. Signed by
Ravi Krishna Koutharapu
Date: 29-04-2024 15:02:47

Deputy Director (ICT)

To:

1. The Insurance Commissioner, South Zone, Binnyfields, Binnypet, Bengaluru — 560 023

2. The Medical Commissioner, South Zone, Binnyfields, Binnypet, Bengaluru — 560 023

3. The Dean, ESIC MC PGIMSR & Model Hospital, Rajajinagar, Bengaluru 560 010

4. The Dean, ESIC-MC, Sedam Road, Kalaburagi — 585 106

5. The Medical Superintendent, ESIC Hospital, Peenya, Bengaluru — 560 022

6. The Director I/C, Sub-Regional Office, Bommasandra/ Peenya/Mysuru/ Hubli/ Kalaburagi/
Mangaluru.

7. All the Branches of Regional Office & Branch offices under RO jurisdiction

8. Website Content Manager — ESIC Regional Office, Karnataka - with a request to upload the
same to the R.O. website.
9. Notice Board.
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Mail IDs of Branches at the Regional Office

S.N. Email Id Branch
1 rd-karnataka@esic.gov.in RD section
2 benefits-ro.kar@esic.gov.in Benefits
3 legal-ro.kar@esic.gov.in Legal
4 cash-ro.kar@esic.gov.in Cash
5 accounts-ro.kar@esic.gov.in Accounts
6 pmd-ro.kar@esic.gov.in PMD
7 ins1-ro.kar@esic.gov.in Insurance 1
8 ins2-ro.kar@esic.gov.in Insurance 2
9 ins3-ro.kar@esic.gov.in Insurance 3
10 ins5-ro.kar@esic.gov.in Insurance 5
11 ins6-ro.kar@esic.gov.in Insurance 6
12 mec-ro.kar@esic.gov.in Major Employer cell
13 inspection-ro.kar@esic.gov.in Inspection
14 rreell-ro kar@esic.gov.in RR Cell
15 ol-ro.kar@esic.gov.in Official Language
16 med-kn@esic.nic.in Medical
17 admn-karnataka@esic.nic.in Admin
18 Vigilance-ro.kar@esic.nic.in Vigilance
19 pgo-kar@esic.nic.in PG Cell
20 esicbng@nic.in EDP/ICT
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LITLE]
Ry : FRET & W §AT (RER) oo & v -

forely Hareet A gemrdl HUR SHAT Aholdl T HAGAGYUT HTeT gl § 3R FISCAT qATw
WA & @Y AT AT @ ER RIR §T @ $AG GUR 3TH1 GarAaar 3R ofd & faw
HETF gl 38 IRUT & 368 FRIFYA W AT Aol AT e, Raaar & ey
# ferrm-fAder SR FXG gU A o & Fey # R@T e o §1 g9 @y A 9w T
& AR Ay gt W e @ S § S % 36 geR § - 9sedn, aRerfddan (A
weet H FAET ), e, Feraryel (Rrserar) 3R dqoiar ¥ Reafaf@a -t &
e forga Iag 3aey dree fhar oo -
1. veisA 1 glalaa #ar :

o Tt IAFRTF AT ST 9T & FT F A 7 W &, 3¢ Fhad FeggS [AceUS ¥ar
IR & TR & ARHR @R HAST JT| HART WHR & Aol A Td HATT
yeafd # YeIfshd & IJHR 3H TakhA & LA @M AT aIfev|

o gifd I FS 97 AT & g Ad AT 9T &I AlFe HA/IETE I3 F 9
H Helde T AST 7 @7 & ar ot $Aa fhlr off ifdis qamr sl o e §
(ITITHEHAT & FT & qEVHATET & Fefaa s/t s g@r)|

o T SAT A AT AT are AfFd 3T S 3 ds (send) seaT arwem (fRdY emar
AT FATIT F AT A SHA WSS Tfgd) 3T AH, YeAH, ANsd &7 /
e eIy Fedl (laedr dear |fgd, afe maeas @) nfe wose &9 @ fan
T gl

o 7 3feREl & vy Ry w F&F axar 3nf@a &, “Qar & “To” Fad 367 &
fow forar sme) 3w @t & g9fafaf (Cc) & &7 & Faard s’ S

o RN TEER 3T U FEeT § qE Ffed, qEr & Esdl § HEAed &,
HATAT T HYAT 3T THRT QAR FF SAA Ad THT TR Rsemr (A
& AT Uielel fohar Sw| & At # Fuar glaRaa w1 & Wl $AT dad
" fdereh 3Yar 38E 39 FRER garT Al ST ST fF ARG WWER &
Frafierdt #F eemer FfASER a1 368 IR & HUFEH @ B s g
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2. ¥se AR wRefda EER

$AT TUSe, AT AR Fhad vw & Faftd gl anfgul Iemaeas Ay s &t
IS I o FAS FF HYar v fARse gaslidhr amem St gredeRdr @ #fAT # 3, 399
ST AIGT| TRART SAA H IHefAlee & FaU H HAT HGITd HeA1 AT (SHar & - SA
3ea ISR & 3iefHead & Sl ST @Y )1

3.  ela (Wrheed) 63 :

QRIEYT IR RIYERIR, HGHEAT A FI A FAC @ ST| Fredevdl & @Y
AT R RIST #IST FT FAT A §U 38 Ff v Sme) ImfRsRes $ae #
3CYE, AT (emojis) 37UaT HAMTaTRe AT &1 94T o fohar Fmw|

4. Rvyaer gfwar :
$AC & AWT & 99 & Felal H THGH TEl §9 H AT JATT| SHH Urecdahal &l
YHTE! § F 3T JrAfATwar AR 38 A/ # AT gel|

5. AT FT IFY:

$AS & WY TS &9 § YT W, SHd WY § aR=acHS fAavor g, qe
fawa 3R fased off g1 Sifeer guamsit nfe & fAv gole valsee rar FAiF HgaR @
39 3reeT-3e9T e

6. FEAIET:

QR FrATRT AT H 30 gEaeR o &Y, oM¥e, faomr & @ 3R J9& gaar
ot weTd Y| SHA UeadhdT I IHTIHT Tgaedel H e @R 3T 3aedsar gl 9 3y
9 GiARET g1 FhalT| $A AIFeAAT A EARR 1 Brax 38 forw ser f&war s aavar
gl

7. Here & AR ST wwer
« gfaRaa far s & dade favg @ @afta gt 3R faftad &9 @ d9er o@
gl
o TG SHA dT WIHAEIT HT IT WY & df TH TTH TASC Bl (font) T FANT Y,
93 guiATer (FRTar oed) (Capital Letters) T AT 3Uar des 3 3@« &
fhw S (S 3 N@araARST g FHT S Fehal 8) HR FART F7 &
RATF Feo AT
8. WHE W W &I :
$AS & 3R dchiel f&ar Jme, s7er g g Wit uradh gl 3R NaeTHATER 3R
&t & fov wHfaa @7 @ JEerd |

9. mmw:

SHA W o HdgaNel FIAH T T9T g1 aF Ffehal e SC| 59 dh foh a5
HETS o g a9 deh MIAT s (data) @ o v A0 3R GagaAMar gxadsr Hr
Ao qHT IR geufadl H9=s S|
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10. #RTaga AR FGEREr

o1 fem-fadell 1 dcerer woma @ Jequrel faRar Srer @1 Rl sf wosdieRor &
fau Foar [ Gdes #arr, wgEE @dws (Yo@ar d@9wor Sieaifded) (ICT)] @
Jitender.manocha@esic.gov.in W H9& fFar STT|

3o feem-fAdet & weardy o AT AT & hed o 3R g §9 ¥ TER
AT # 3TN gefr gl

38 Hgifoewre, FHARY o AT e & gtast & S fRar e ¥

Y ,
W‘?
(I FAR Fila#)

@A IgFd (qH.9ly)

1. gure fash afa/fast afa - agiadew/fad srgFaAea Rfscr sfRwdrash dar

2. ol AT IgFd /MRAfRET IJgFd - @it 3w

3. @t ey / wifdew - FeaeE / T8 GRAEor 3epedr / 8T FrRTea/3T ey
FATed A FH egde A ReE svae e Rfscar mEfdeaey /
fAcerer Rfecar, e

4. I9EISE FHA YeUS HT 30 [AH H deAEE W AU A & IHRY Figd |

5. @l Afew SISAME wEd|

gss 3/3
c
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No.l-11013/3/2021-ICT Dated:18.10.2023

Circular

Subject: Guidelines for professional Email communication in Office

while

Effective communication is the cornerstone of success of an organization, and
maintaining clarity a consistently professional tone of email interactions is vital for

its image and efficiency. The purpose of this document is to provide guidelines and
educate about etiquettes while sending the E mail etiquette in the workplace. The 5 C’s of
effective email writing are clear, concise, correct, courteous and complete. Following
guidelines must be followed while writing an official e-mail: -

1.

Ensure the Hierarchy:

All official emails being sent in letter form must be sent by the level of Assistant
Director or above. Hierarchy should be maintained as per the Office Procedure,
followed in Govt. of India offices.

However, if a letter is being dispatched through email, by attaching the letter in soft
copy/pdf etc., then such email can be sent by any official (preferably the concerned
diary / dispatch clerk of the Branch/ office)

All emails (including the emails id in the name of any branch or office) must clearly
mention, the Name, Designation, mobile number/Office Telephone number (with
extension no., if required) of the Individual who is sending the email, i.e. whoever is
pushing the ‘send’ button.

Email should be marked in “To” only to those officials who have to deal with the
topic, others should be kept in “Cc” for information.

For any external communication from one office to other office, from field units to
Hgrs., to Ministry or, to other Government departments, official protocol must be
followed. In these cases, please ensure that such emails are only sent by the level of
Asstt. Director or above, just like Section Officer or above in Govt. of India Offices.

. Clear and Concise Communication: Emails should be clear, concise, and to the point.

Avoid unnecessary jargon or overly technical language that might confuse
recipients. Official emails must also tell about the approval, (i.e if the email is being
sent with the approval of a higher Authority).

. Professional Tone: Maintain a professional and courteous tone at all times. Address

recipients with proper salutations and be mindful of the language in use. Avoid
using slang, emaojis, or informal language in an official e-mail.

. Subject Line Relevance: The subject line should accurately reflect the content of the

email. This helps recipients prioritize and organize their emails efficiently.

. Structured Format: Organize emails with a clear structure, including an
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introduction, main content, and a conclusion. Use bullet points or numbered lists to
break down complex information.

. Appropriate Signatures: Include a professional email signature that includes your

Mame, Title, Department, and contact information. This ensures recipients to easily
identify you and reach out if needed. The signature setting feature in the e-mail
software may be used for this.

. Attachments and Formatting :

Ensure that attachments are relevant and properly labelled.

When formatting emails, use a legible font, avoid excessive use of capital letters or
fonts in ‘Bold’{which can be interpreted as shouting), and use appropriate paragraph
breaks.

. Timely Responses: Respond to emails promptly, even if it's just to acknowledge

receipt and provide an estimated response time, if necessary.

. Confidentiality and Security: Exercise caution when discussing sensitive information

over email. Avoid sharing confidential data unless absolutely necessary, and use
secure methods for transmitting sensitive documents.

Implementation and Support:

These guidelines are to be followed with immediate effect. For any clarification,

please  contact [sh. Jitender Manocha, Assistant Director (ICT)] at
jitender.manocha@ esic.gov.in.

These guidelines shall contribute significantly to ESIC's professional image and

communication effectiveness.

= A

This issues with the approval of Director General, ESIC.

Signed by Ratnesh Kumar
Gautam
Date: 19-10-2023 18:06:17
Reason: Approved

(R.K. Gautam)

Insurance Commissioner (ICT/MSU/PR]

. PPS/PS to DGFCAN TCa ANl MCs
. All Zonal ICs/Zonal MCs
. All officers/Officials of Hgrs.! NTA/ Ros/SROs’ ESICHSESICH & M3a’ DMD

WM — with request to put up on website

. Raj Bhasha — for Hindi translation
. All Notice Boards/ Guard files
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